DOCUMENTS  DEPARTMENI 


SAN  FRANCISCO 
PUBLIC  LIBRARY 


REFERENCE  BOOK 

Not  to  be  taken  from  the  Library 


SAN  FRANCISCO  PUBLIC  LIBRARY 


3  1223  90204  4743 


Digitized  by  the  Internet  Archive 
in  2014 


https://archive.org/details/studyofspacerequ1967ebsm 


t 


CIVIC  CENTER 
OFFICE  SPACE  REQUIREMENTS 
CITY  AND  COUNTY  OF  SAN  FRANCISCO,  CALIFORNIA 


EBS  MANAGEMENT  CONSULTANTS 
SAN  FRANCISCO 
APRIL  1967 


INCORPORATED 


SAN  FRANCISCO 
PUBLIC  LIBRARY 


REFERENCE  BOOK 

Not  to  be  taken  jrom  the  Library 


STUDY  OF  SPACE  REQUIREMENTS 
in  the 

CIVIC  CENTER  AREA 
for  the 

CITY  AND  COUNTY  OF  SAN  FRANCISCO,  CALIFORNIA 


EBS  Management  Consultants  Incorporated 
120  Montgomery  Street 
San  Francisco,  California 


June  1967 


DOCUMENTS  DEPT. 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


REF 

711.5,E103s 

EBS  management  Consultant 
Study  of  space 
requirements  in  the 
Civic  Cente 


S.   F.  PUBLIC  LIBEAfU 


CITY  AND  COUNTY  OF  SAN  FRANCISCO,  CALIFORNIA 


MAYOR       JOHN  F.  SHELLEY 


BOARD  OF  SUPERVISORS 


PETER  TAMARAS 
President 

joe  beeman 
william  c.  blake 
roger  boas 
joseph  m.  casey 
john  a.  ertola 
terry  a.  francois 
leo  t.  McCarthy 
jack  morrison 
kevin  o'shea 

dorothy  von  ber oldingen 


CHIEF  ADMINISTRATIVE  OFFICER      THOMAS  J.  MELLON 


EXECUTIVE  ASSISTANT      THOMAS  G.  MILLER 


CIVIC  CENTER  TECHNICAL 
COORDINATING  COMMITTEE 


EDWARD  I.  MURPHY 

Assistant  Director  of  Planning 
ARTHUR  S.  BECKER 

Director,    Parking  Authority 
CHARLES  W.  GRIFFITH 

City  Architect 
PHILIP  L.  REZOS 

Director  of  Property 
S.   MYRON  TATAR  IAN 

Director  of  Public  Works 


CONTENTS 


Page 


INTRODUCTION   1 

I    -    BACKGROUND  AND  NATURE  OF  THE  PROBLEM  .    .    .  3 

II    -    METHOD  OF  APPROACH   5 

A  -  Growth  Considerations   5 

B  -  Government  Organization  and  Personnel 

Projections   5 

C  -  Functional  Relationships   5 

D  -  Space  Requirements   6 

E  -  Review  of  the  Adequacy  of  Existing  Buildings    ...  6 

F  -  Mass  Concepts   6 

G  -  Cost  Estimates   7 

H  -  Civic  Center  Development  Plan  and 

Priority  Schedule   7 

III    -    ANALYSIS,  FINDINGS  AND  CONCLUSIONS   8 

A  -  Historical  Growth  Pattern  of  Civic  Center   8 

B  -  Summary  of  Existing  Civic  Center  Buildings  ....  9 

C  -  Evaluation  of  Present  Space  Utilization   9 

1  -    City  Hall   9 

2  -   460  McAllister  Street,  450  McAllister  Street    .  11 

3  -    101  Grove  Street   12 

4  -    The  Public  Library   12 

5  -    100  Larkin  Street,  45  Hyde  Street   12 

6  -    Rented  Space  ;   13 

D  -  Present  and  Projected  Space  Needs  and 

Correlative  Data   14 

1  -   Administration  and  Miscellaneous  Services    .    .  21 

2  -    Financial  Services  and  Records   35 

3  -    Technical  Services   55 

4  -    Personnel  Services   83 


i 


Page 


5  -    The  Courts  and  Ancillary  Services   91 

6  -    Building  and  Other  Services   99 

7  -    Public  Health  Service   105 

8  -    Library  Services   117 

9  -   War  Memorial  Opera  House  and  Veterans 

Building   119 

10  -    Correlative  Data   120 

E  -  General  Departmental  Geographic  Arrangements  .    .  122 

1  -    Traffic  Study   122 

2  -    Interdepartmental  Relationships   122 

F  -  Alternative  Schemes  for  Future  Space 

Requirements   126 

1  -    City  Hall  as  a  Courts  Building   126 

2  -    City  Hall  as  a  Combination  Courts  and 

Administrative  Building  „    .  126 

3  -    City  Hall  as  an  Administrative  Office  Building  .  129 

4  -    Recommended  Scheme   132 

5  -   New  Construction                                                      .  134 

G  -  Requirements   140 

H  -  Mass  Concepts   141 

I    -  Parking  Needs   142 

J  -  Estimated  Costs   144 

K  -  Plans  for  Development  -  Recommended  Schemes      .  149 

Li  -  Other  Matters   152 

1  -    Records  Retention   152 

2  -    Clerical  Work  Measurement  and  Development 

of  Clerical  Work  Standards   154 

APPENDIX    I  -  Space  Requirements  Standards  and 

Methodology   A-l 

APPENDIX  II  -  Environmental  Considerations   A -4 


ii 


EBS  MANAGEMENT  CONSULTANTS 

INCORPORATED 
An  Electric  Bond  and  Share  Company 
120  MONTGOMERY  STREET 
SAN  FRANCISCO,  CALIFORNIA  94104 

June,  1967 


City  and  County  of  San  Francisco 
City  Hall 

San  Francisco,  California 
Gentlemen: 

EBS  Management  Consultants  Incorporated  submits  this  report 
titled,   "Study  of  Space  Requirements  in  the  Civic  Center  Area",  to 
the  City  and  County  of  San  Francisco,  as  per  our  agreement  of  Nov- 
ember,  1966.     The  purpose  of  this  study  is  the  determination  of  the 
future  needs  for  office  space  in  the  Civic  Center  area  and  the  optimum 
location  of  City  and  County  departments  for  employee  movement  and 
public  access. 

The  scope  of  the  study  includes: 

1.  Consideration  of  the  economic  growth  of  the  City  and  County. 

2.  Government  organization  and  personnel  projections  for  present 
and  future  service  levels. 

3.  Functional  relationships  between  departments  and  the  public. 

4.  Space  requirements  for  job  functions. 

5.  Review  of  the  adequacy  of  existing  buildings. 

6.  General  mass  concept  drawings  for  new  structures  and  remod- 
eling of  existing  buildings. 

7.  Preliminary  cost  estimates  for  new  construction  and  renovation 
for  alternate  schemes. 

8.  A  plan  for  implementation  of  recommendations. 


MEMBER  OF  ASSOCIATION  OF  CONSULTING  MANAGEMENT  ENGINEERS,  INC. 


MANAGEMENT  CONSULTANTS 

INCORPORATED 


The  following  action  program  is  recommended  by  EBSMC  to 
provide  a  complex  of  facilities  which  will  effectively  meet  the  long- 
range  operational  requirements  of  the  departments  of  City  and  County 
government  based  in  the  Civic  Center: 

1.  Construct  a  new  Courts  Building  in  the  Civic  Center. 

2.  Renovate  City  Hall  for  use  as  an  Administrative  Office  Building. 

3.  Construct  or  purchase  a  suitable  building  outside  of  Civic  Center 
to  house  the  Records  Center,   Voting  Machine  Storage  and  Main- 
tenance, and  the  Inspection  Kit  Storage  and  Assembly  functions. 

4.  Find  suitable  quarters  outside  of  Civic  Center  for  the  Sealer  of 
Weights  and  Measures  and  the  Engineering  Bureau  Testing  Lab- 
oratory. 

5.  Renovate  101  Grove  Street  for  use  as  the  Public  Health  Depart- 
ment Administrative  Center. 

6.  Renovate  450  McAllister  Street  to  house  the  Redevelopment 
Agency,  the  Economic  Opportunity  Council,  and  the  Housing 

•  Authority. 

7.  Renovate  and  construct  the  buildings  referred  to  above  to  accom- 
odate departmental  needs  for  the  year  2000  thus  allowing  depart- 
ments to  grow  into  excess  space  over  the  years  as  required. 

8.  Evaluate  available  construction  sites  in  Civic  Center  and  estab- 
lish the  priorities  of  competing  claims  for  specific  space. 

9.  Consider  the  acquisition  of  more  property  in  the  Civic  Center 
area  for  use  as  open  space  in  the  future  to  ensure  a  proper  set- 
ting for  this  grouping  of  public  buildings. 

10.   Consider  the  construction  of  a  new  Library  in  Civic  Center  and 
convert  the  existing  structure  for  use  as  a  regional  reference 
center. 

EBS  Management  Consultants  Incorporated  wishes  to  express  our 
appreciation  for  the  helpful  cooperation  extended  us  by  all  members  of 
the  City  and  County  staff  in  the  assembly  of  material  for  this  analysis. 

Respectfully  submitted, 
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BACKGROUND  AND  NATURE  OF  THE  PROBLEM 


The  City  and  County  of  San  Francisco  has  been  noteworthy  among 
American  cities  in  bringing  its  public  buildings  together  within  an  im- 
pressive Civic  Center  of  unified  design.     The  original  plan  for  this  beau- 
tiful plaza  and  its  surrounding  buildings  was  prepared  in  1911,  five  years 
after  the  earthquake  and  fire  destroyed  the  former  City  Hall.     The  con- 
cept of  the  plan  was  a  formal  composition  of  Italian  and  French  Renais- 
sance monumental  buildings  grouped  around  an  open  plaza  in  a  balanced 
arrangement. 

The  focal  point  for  Civic  Center  is  the  City  Hall  itself,  a  magnificent 
domed, French  Renaissance  building  the  design  for  which  was  the  result 
of  a  competition  among  San  Francisco  architects.     Construction  on  the 
building  was  started  in  1912,  and  in  1915  it  was  occupied  by  the  various 
departments  of  the  City  and  County  administration. 

The  size  of  the  building,  as  well  as  its  design,  is  impressive.  Lo- 
cated on  the  west  side  of  the  Civic  Center  Plaza,  the  building  contains 
517,  650  square  feet  of  space  of  which  328,  900  square  feet  are  considered 
as  usable  space,  which  gives  a  building  efficiency  of  64  percent.  The 
grandeur  of  its  exterior  and  interior  and  the  many  details  of  design  would 
be  almost  impossible  to  duplicate  today.    Although  there  have  been  some 
changes  made  to  the  interior  office  arrangements  of  the  building,  the 
ba  sic  layout  has  remained  largely  unchanged  over  the  years.    Built  in 
an  era  when  office  standards  were  very  different  than  they  are  today, 
San  Francisco's  City  Hall  presents  the  problem  of  how  best  to  utilize 
the  space  contained  within  the  structure  without  diminishing  the  magnifi- 
cence of  its  interior  design  and  without  destroying  the  spacious  balance 
of  its  interior  arrangements. 

As  the  City  and  County  has  grown  over  the  years,  and  the  demands 
upon  its  Administrative,  Technical,  and  Judicial  Departments  have  in- 
creased, it  has  become  necessary  to  find  additional  space  both  within 
and  without  City  Hall  to  accommodate  the  needs  of  the  growing  City  and 
County  government  and  to  accommodate  needs  resulting  from  changes  in 
technology. 


In  order  to  determine  the  requirements  for  office  space  in  the  Civic 
Center  area  and  the  best  location  of  City  and  County  departments  in  re- 
lationship to  each  other,  this  study  was  authorized.     The  study  will  seek 
answers  to  the  following  important  questions: 

-  How  much  space  should  be  provided  for  each  department  in  the 
Civic  Center  area  both  for  present  activity  levels  and  for  antici- 
pated future  growth?    These  space  requirements  will  be  predi- 
cated upon  the  probable  effects  of  the  City's  EDP  program  where 
applicable,  and  personnel  projections  based  upon  various  econo- 
mic indicators  and  other  expressions  of  growth  for  the  City  and 
for  municipal  services. 

How  should  each  activity  be  located  in  the  Civic  Center  area  in 
relation  to  other  activities  so  as  to  optimize  coordination  on 
matters  of  mutual  interest  and  to  provide  for  efficient  work  flow 
and  services  to  the  public? 

What  alternate  schemes  should  be  considered  for  the  utilization 
of  existing  space  in  City  Hall  in  order  to  ensure  the  most  efficient 
use  of  this  prime  space? 

-  Which  of  several  alternate  locations  would  best  serve  as  the  site 
for  new  construction  so  as  to  provide  the  greatest  public  conve- 
nience and  efficiency  of  operations  consistent  with  the  maintenance 
and  enrichment  of  the  Civic  Center  design? 

Which  of  several  alternate  available  locations  should  be  considered 
for  possible  purchase  or  lease  in  order  to  provide  needed  space 
for  City  and  County  functions  ? 

What  estimated  costs  are  involved  in  the  various  alternate  schemes 
mentioned  above? 

What  strategy  of  development  and  phasing  should  be  followed  for 
the  Civic  Center  development  plan? 


II 

METHOD  OF  APPROACH 


In  carrying  out  the  study  to  seek  answers  to  the  questions  posed  in 
the  previous  heading  and  to  arrive  at  specific  recommendations  with  re- 
spect to  space  requirements  and  relative  activity  locations,  the  following 
work  steps  were  involved. 

A  -  GROWTH  CONSIDERATIONS 

Various  economic  growth  indicators  for  the  City  and  County  were  re- 
viewed and  trends  analyzed  for  municipal  services  in  relation  to  certain 
aspects  of  urban  growth;   e.  g.  ,  municipal  employment  to  population  ratios;  a 
City  expenditures  in  relation  to  assessed  valuations.    Personnel  growth  was 
reviewed  by  department  over  a  period  of  more  than  30  years  and  projec- 
tions made  for  analysis  and  comparison  with  indications  derived  from 
more  subjective  techniques. 

B  -  GOVERNMENT  ORGANIZATION  AND 
PERSONNEL  PROJECTIONS 

The  policies  and  objectives  regarding  present  and  desired  future  ser- 
vice levels  were  reviewed  with  representatives  of  the  Chief  Administrator's 
office  and  other  appropriate  representatives.    Personal  interviews  were 
conducted  with  designated  personnel  from  each  department  in  Civic  Center 
to  accumulate  factual  data  on  present,  year  1975,   1985  and  year  Z000 
employee  and  service  requirements.     These  interviews  encompassed  a 
number  of  areas  of  inquiry  in  order  to  obtain  information  on  the  number 
of  employees  in  the  recent  past  and  at  present,  the  nature  of  the  work  per- 
formed and  its  effect  on  space  requirements,  and  the  flow  of  work  both 
within  the  department  and  interdepartmentally.    Personnel  and  space  re- 
quirements for  the  future  were  determined  through  the  application  of  ap- 
propriate work  load  indices  and  by  considering  the  probable  impact  of 
work  hours,   systems  and  procedural  changes,  and  the  City's  EDP  pro- 
gram. 


C  -  FUNCTIONAL  RELATIONSHIPS 

Functional  relationships  were  developed  by  analyzing  the  flow  of 
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work  interdepartmentally  and  between  departments  and  the  public.  The 
effect  of  these  relationships  on  the  appropriate  location  of  space  housing 
each  group  of  activities  was  determined  by  observation,  by  interviews 
with  personnel  from  the  various  departments  and  by  means  of  surveys 
which  were  conducted  to  obtain  an  actual  10 -day  sample  of  business  visits 
to  and  from  the  various  departments.     The  surveys  were  completed  by 
most  of  the  employees  within  the  Civic  Center.     The  adequacy  of  existing 
arrangements  in  the  Civic  Center  was  the  subject  of  a  survey  distributed 
to  Civic  Center  visitors  during  a  three-day  period. 

D  -  SPACE  REQUIREMENTS 

The  function  of  each  job  classification  in  the  various  departments 
was  briefly  reviewed  and  analyzed  on  the  basis  of  physical  requisites. 
The  amount  of  space  required  for  the  present,   1975,   1985  and  the  year 
2000  for  work  place  arrangements  was  determined  using  accepted  stand- 
ards (Appendix  I  of  this  report).     Due  allowance  was  made  for  special 
requirements  that  call  for  significant  variance.     The  problems  in  connec- 
tion with  records  retention  were  briefly  studied  in  each  department.  This 
subject  is  discussed  further  in  a  later  section  of  this  report.     The  number 
and  size  of  private  offices  and  conference  rooms  were  determined  based 
on  functional  need. 

E  -  REVIEW  OF  THE  ADEQUACY  OF  EXISTING  BUILDINGS 

The  City  and  County  facilities  in  the  Civic  Center  area  which  showed 
promise  of  satisfying  existing  and  future  requirements  were  reviewed. 
Such  factors  as  building  efficiency,  general  arrangement,  internal  func- 
tional effectiveness,  possibilities  for  economic  remodeling,  location, 
conveniences  to  public,  availability  of  present  and  future  parking,   etc.  , 
were  studied.     Each  facility  was  inspected  and  observations  were  made 
and  data  obtained  regarding  physical  condition,  code  adherence,  and  work 
place  environmental  characteristics. 

F  -  MASS  CONCEPTS 

General  mass  concept  drawings  were  prepared  for  new  structures 
and  remodeling  of  existing  buildings. 
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G  -  COST  ESTIMATES 

Preliminary  cost  estimates  for  new  construction  and  renovation  were 
prepared  for  the  alternate  schemes  which  developed  in  the  course  of  the 
study. 

H  -  CIVIC  CENTER  DEVELOPMENT  PLAN  AND 
PRIORITY  SCHEDULE  

A  plan  and  priority  schedule  for  the  phased  development  of  the  Civic 
Center  as  recommended  is  included  in  this  report. 
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III 

ANALYSIS,  FINDINGS,  AND  CONCLUSIONS 


A  -  HISTORICAL  GROWTH  PATTERN  OF  CIVIC  CENTER 

The  seat  of  local  government  was  located  in  several  widely  separated 
areas  before  it  finally  was  set  in  its  present  location.     During  the  earth- 
quake and  fire  the  old  City  Hall  was  destroyed ,  and  plans  were  formulated 
for  the  present  Civic  Center  in  1911  and  1912.     The  ordinance  authorizing 
the  bond  issue  of  1912  for  the  new  City  Hall  provided  also  for  the  purchase 
of  adjacent  lands  required  for  other  public  buildings.    The  area  was  bounded 
by  Van  Ness  on  the  west,  McAllister  on  the  north,  Hayes  Street  on  the  south 
and  Hyde  Street  on  the  east. 

To  enhance  the  Civic  Center,  land  was  donated  by  the  City  for  the  State 
Building  on  McAllister  Street  and  the  Federal  Building  on  Fulton  Street. 
The  construction  of  the  War  Memorial  Opera  House  and  Veterans  Memorial 
Building  was  financed  by  the  bond  issue  of  1932;  the  site  had  been  acquired 
by  public  subscription. 

In  1959  a  Civic  Center  Development  Plan  was  adopted  by  the  City  Plan- 
ning Commission  (see  following  page),  as  the  basic  plan  for  the  control  of  de- 
velopment in  the  Civic  Center  area.    It  was  based  on  a  1958  report  pre- 
pared at  the  request  of  the  Civic  Center  Technical  Coordinating  Committee. 
New  information  and  occurrences  since  the  completion  of  the  report,  in- 
cluding this  reappraisal  of  the  office  space  requirements  and  the  soon -to- 
be-built  Rapid  Transit  Station,  make  it  necessary  to  review  and  reconsider 
this  plan. 


PRESENT    MASTER  PLAN 


I.  CITY  HALL 
I.  CIVIL  COURTS 
3  CITY  OFFICE  BUILDING 
4.  BOARD  OF  EDUCATION 
8.  HEALTH  BUILDING 
6.  VETERANS'  MEMORIAL 
T.  OPERA  HOUSE 

8  EXPOSITION  BUILDING 

9  CIVIC  AUDITORIUM 
10.  LIBRARY 

II  .  OPERA   AUXILIARY  BUILDING 
It.  STATE   OFFICE   BUILDING  ANO  ANNEX 
IS.  STATE   COMPENSATION   INSURANCE  BUILDING 

14.  STATE   OFFICE  EXPANSION 

15.  HASTINGS  LAW  SCHOOL 
16  FEDERAL  BUILDING 

17.  FEDERAL    OFFICE  BUILDING 

18.  FEDERAL  EXPANSION 
18.  PARKING  STRUCTURE 
20.  PARKING  STRUCTURE 
tl  .  PARKING  STRUCTURE 
82.  PARKING  STRUCTURE 

P  OPEN  PARKING 

C   ARCHITECTURAL  CONTROL  AREA 


PUBLIC     FACILITIES     SECTION     OF    THE     MASTER     PLAN     OF     SAN  FRANCISCO 


CIVIC  C1JNT15H  DKVKLOPMllXT  PLAN 


CITY  GOVERNMENT 
EZZ2  CITY  CULTURAL  FACILITY 
IIIHIIIIIHIIII  STATE  GOVERNMENT 
t        I  FEOERAL  GOVERNMENT 

OPEN  AND  LANDSCAPED  AREAS 

v.::y.:::i  underground  parking 
L"::;."]  underground  facility 

  CIVIC  CENTER  BOUNDARY 


THIS  PLAN  WAS  ADOPTED  BY 
RESOLUTION  NUMBER  5055 
OF  THE  CITY  PLANNING  COM- 
MISSION AT  A  REGULAR  MEET- 
ING HELD  ON    APRIL  23,  1959 


-^mf*-''" 


PUBLIC  FACILITIES 
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PLATE 


^la_n       f  r  a  n  r.  ■  «;  r.  n       dfpartmfnt       of        city        p  .  a  n  n  ,  n  r, 


B  -  SUMMARY  OF  EXISTING  CIVIC  CENTER  BUILDINGS 
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The  exhibit  which  follows  this  page  gives  an  analysis  of  the  buildings 
in  Civic  Center  with  which  we  were  concerned  in  this  study.     Two  addition- 
al buildings,  the  War  Memorial  Opera  House  and  the  Veterans  Memorial 
Building  on  Van  Ness  Avenue  are  not  shown  on  this  chart;  however,  these 
structures  were  visited  and  are  included  in  the  overall  survey  only  to  en- 
able us  to  comment  in  very  general  terms  on  their  facilities  and  space 
allocations.    These  comments  appear  in  a  later  section  of  this  report. 
Similarly  the  Civic  Auditorium  is  not  shown  on  the  chart  since  it  is  not 
designed  for  office  space  use.    It  has  recently  been  completely  renovated, 
and  during  this  renovation  several  city  departments  were  moved  from  the 
building  so  that  more  adequate  space  could  be  obtained  for  exhibit  and  con- 
vention uses.    The  need  for  additional  convention  facilities  is  not  part  of 
this  study. 

C  -  EVALUATION  OF  PRESENT  SPACE  UTILIZATION 
1  -    City  Hall 

The  monumental  character  of  this  magnificent  building  and  its  interior 
arrangements  reflect  the  original  concept  of  the  Civic  Center  Plan  which 
can  be  compared  to  the  idea  expressed  so  often  in  European  cities  of  a 
central  plaza  around  which  are  grouped  the  important  buildings  of  the  City 
and  which  serves  as  a  focal  point  for  City  activities.    This  original  plan 
has  been  generally  adhered  to  over  the  years.    The  buildings  which  com- 
prise the  plan  are,  therefore,  by  necessity  built  to  conform  to  an  environ- 
ment which  has  as  one  of  its  principal  elements  an  aesthetic  effect  which 
sometimes  subordinates  the  practicalities  of  effective  space  utilization  to 
the  grandeur  of  the  overall  design.    Thus,  City  Hall,  the  largest  and  most 
important  building  in  the  Civic  Center  complex,  demonstrates  some  inef- 
ficiencies in  space  utilization  when  viewed  as  a  working  place  for  today's 
governmental  activities. 

The  building  can  be  divided  roughly  into  three  major  sections." 

a)      The  Central  Core  which  occupies  the  central  third  of  the  building 
and  comprises  the  Dome,  Rotunda,  and  major  entrance  foyers 
on  the  Polk  Street  and  Van  Ness  Avenue  sides  of  the  building. 
This  section  is  almost  entirely  ceremonial  and  monumental  in 
its  character. 
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b)  The  north  third,  and 

c)  The  south  third,   both  of  which  are  primarily  devoted  to  office 
and  court  space  and  which  are  characterized  by  broad  marble 
corridors  leading  to  office  and  court  room  space. 

The  central  core  area  should  remain  unchanged,  and,  therefore,  our 
studies  have  dealt  with  the  building  space  to  the  north  and  south  of  this 
ceremonial  area.     This  office  space  in  many  instances  reflects  the  think- 
ing of  another  era  in  the  size  of  rooms  allocated  to  specific  individuals 
and  functions.     By  today's  standards,  many  of  the  private  offices  are  very 
large,  and  the  reception  and  secretarial  areas  are  out  of  proportion  to  the 
functions  which  are  performed  in  that  space. 

There  is  a  lack  of  conference  room  facilities  which  can  be  partially 
explained  by  the  concept  of  larger  offices  which  serve  a  dual  purpose  in 
that  conference  areas  are  usually  set  aside  in  these  rooms  for  use  by 
personnel  of  the  department.    However,  these  conferences  must  by  neces- 
sity be  limited  to  those  which  require  the  attendance  of  the  person  whose 
office  is  being  used  or  limited  to  those  which  are  held  during  the  absence 
of  the  office  holder. 

There  is  a  need  for  additional  meeting  rooms  for  larger  gatherings. 
Some  public  meeting  rooms  have  been  converted  to  office  space  in  response 
to  need. 

General  clerical  and  special  purpose  areas  often  do  not  lend  themselves 
well  to  functions  which  have  been  allocated  to  this  space.    This  is  particu- 
larly true  of  the  more  technical  functions  such  as  drafting  and  engineering 
work  which  is  being  performed  under  crowded  conditions  because  of  the 
existing  layout  and  arrangement  deficiencies  of  the  space.    As  growth  has 
occurred  over  the  years,  some  expansion  of  space  has  been  made  possible 
by  moving  some  functions  to  other  quarters  and  allowing  remaining  func- 
tions to  overflow  into  the  areas  thus  vacated.    Some  rearrangement  of 
original  partitioning  has  been  done  to  accommodate  this  need;  however, 
the  original  corridor  scheme  has  remained  unchanged  except  on  the  ground 
floor  level  (semi-basement)  where  office  and  special  purpose  space  has 
been  created  out  of  former  public  corridors. 

The  courts  on  the  third  and  fourth  floors  have  expanded  primarily 
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through  the  restriction  or  elimination  of  space  formerly  used  for  some  of 
the  ancillary  service  functions  such  as  transcription  rooms  and  jury  rooms 
It  is  worth  noting  that  much  of  the  space  allocated  to  the  judges  and  court 
room  personnel  in  the  original  building  design  is  small  by  today's  standards 
and  that  some  of  the  court  rooms  are  overly  large  when  viewed  as  civil 
court  rooms.     Civil  law  division  cases  usually  have  small  audiences,  and 
this  fact  is  reflected  in  the  design  of  some  recently  constructed  court 
buildings  in  the  country  - -notably,  the  new  Civic  Center  building  in  Chicago 
which  houses  the  courts  of  Cook  County.    The  existing  court  room  arrange- 
ments do  not  allow  for  a  desirable  private  corridor  system  for  the  judges 
and  juries. 

The  main  floor  office  areas  on  either  side  of  the  Central  Building  Core 
are  characterized  by  vast  public  lobbies  and  high  ceilings  (19  feet).  These 
lobbies  have  been  divided  over  the  years  to  provide  space  for  office  func- 
tions and  generally  present  an  unattractive  appearance  which  destroys  the 
original  balanced  transition  from  the  grandeur  of  the  entrance  foyers  and 
the  rotunda  to  the  office  areas  on  either  side. 

The  ground  floor  area  has  gradually  been  utilized  for  office  and  spe- 
cial purpose  space  as  space  needs  for  various  functions  increased,  often 
at  the  expense  of  records  and  storage  space.    When  remodeled,  this  area  w 
make    good  office  space,    much  of  it  is  interior  space  requiring 
a  more  efficient  ventilating  or  air  conditioning  system  than  is  presently 
installed  in  the  building. 

The  effect  of  the  various  moves  and  expansions  over  the  years  has 
frequently  been  the  fragmentation  of  space  devoted  to  specific  departments 
and  functions.    This  fragmentation  is  both  within  and  without  the  building. 
Thus,  some  departments  are  in  more  than  one  location  within  the  build- 
ing; some  are  located  in  fragmented  space  within  City  Hall  and  in  other 
quarters  outside  of  City  Hall.    This  fact  has  caused  some  problems  in 
communication  and  administration.      These  observations  are  not  unusual 
in  that  proper  space  planning  frequently  must  be  bypassed  in  order  to  take 
care  of  the  expediency  of  the  moment. 

2  -   460  McAllister  Street 
450  McAllister  Street 

These  annex  buildings  to  City  Hall  were  built  originally  as  office 
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buildings  and  do  not  conform  to  the  monumental  character  of  the  major 
buildings  around  the  Civic  Center  Plaza,  although  450  McAllister  Street 
has  a  granite  type  facade  which  in  some  ways  matches  the  overall  visual 
effect  created  by  the  Civic  Center  plan.    Generally,  the  space  in  these 
buildings  is  effectively  utilized,  and  although  some  overcrowding  is  evident 
this  fact  is  the  result  of  too  little  space  - -rather  than  ineffective  use  of 
what  is  available. 

3  -    101  Grove  Street 

This  building,  which  houses  the  administrative  and  other  functional 
bureaus  of  the  Public  Health  Department,  including  the  Central  Emergency 
Hospital,  was  also  built  as  an  office  and  functional  building.    Its  exterior 
facade  conforms  to  the  Civic  Center  design,  being  faced  with  granite  and 
decorated  with  metal  grill  work  which  harmonizes  with  that  of  the  City 
Hall  building,  and  other  office  and  special  purpose  buildings  in  the  Civic 
Center  area.    Generally,  the  office  space  in  the  building  is  effectively  uti- 
lized.    Changes  in  the  operation  and  organization  of  the  Department  of 
Public  Health,  particularly  the  decentralization  program  currently  in  pro- 
gress, will  have  an  effect  on  space  availability,  and  this  will  be  discussed 
in  a  later  section  of  this  report. 

4  -    The  Public  Library 

This  building  is  another  example  of  a  monumental  type  structure  whose 
specific  function  suffers  somewhat  because  of  the  grandeur  of  its  design. 
The  library  was  built  for  a  closed  stack  system  of  library  operation  and 
does  not  lend  itself  well  to  the  operation  of  a  modern  open  stack  system. 

Changes  which  have  occurred  in  recent  years  have  resulted  in  an  ef- 
fective utilization  of  the  existing  space  as  far  as  is  possible  within  the 
design  limitations  of  the  building.    However,  overcrowding  and  the  lack  of 
adequately  placed  stack  space  causes  inefficiencies  in  operation  and  limits 
the  expansion  of  library  facilities  which  are  needed  for  both  normal  growth 
and  for  desirable  additional  services  which  are  not  presently  provided. 

5  -    100  Larkin  Street 

45  Hyde  Street 

These  buildings  were  built  during  World  War  II  and  have  been  pressed 
into  service  as  an  expediency  to  provide  space  for  needed  City  services. 
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Both  are  temporary  in  the  nature  of  their  construction  and  are  out  of  keep- 
ing with  the  overall  design  of  the  Civic  Center.    The  space  contained  in 
these  structures  is  effectively  used,  although  overcrowding  is  apparent  in 
the  Hyde  Street  Building. 

6  -   Rented  Space 

The  lack  of  adequate  office  space  for  local  government  functions  in 
Civic  Center  has  made  it  necessary  for  the  City  and  County  of  San  Fran- 
cisco to  rent  additional  space.    The  rented  space  is  generally  well  utilized, 
although  there  are  some  examples  of  generous  space  allocations  for  pre- 
sent activity  levels.    This  space  has  usually  been  rented  on  a  per  floor 
basis, and  availability  of  space  has  had  a  bearing  on  square  footage  leased. 
The  table  which  follows  shows  an  analysis  of  rented  quarters. 


Function 

Location 

Sa  Ft 
Area 

Month 

A  CilL    x  CX 

Sq.  Ft. 

lblic  Administrator 
and  Guardian 

1212  Market  St. 
3rd  Floor 

4400 
Lower  1452 

$  1,760 
363 

$.  400 
.  250 

ty  Planning 
Commis  sion 

1212  Market  St. 
2nd  Floor 

4400 

$  1,760 

$.  400 

iman  Rights 
Commission 

1254  Market  St. 
3rd  Floor 

3150 

$  800 

$.  254 

ransit  Task 
Force 

1 182  Market  St. 
Marshall  Sq.  Bldg. 

2950 

$  850 

$.  288 

E:ononic  Opportunity 
Commission  & 
Project  Headstart 

507  Polk  St. 

9174 

$  2,762 

$.  301 

Bidevelopment 
Agency 

525  Golden  Gate 

15,  102 

$  6, 105 

$.  404 

B;cords  Center 

115  Harrison  St. 

12, 640 

$  1,000 

$.  079 

1)tal 

53, 268 

$15,400 
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D  -  PRESENT  AND  PROJECTED  SPACE  NEEDS 
AND  CORRELATIVE  DATA  

In  this  section  of  the  report,  each  department  is  discussed  individually 
in  terms  of  its  present  space  and  location,  present  needs  and  projected 
space  and  personnel  requirements  to  the  year  2000.    The  chart  on  the 
following  page  illustrates  the  department  and  functions  included  in  this 
study.    Following  the  chart  is  a  brief  description  of  the  functions  and 
organization  to  assist  in  overall  understanding  of  the  problem. 
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Administration  and  Miscellaneous  Services 


a)  Board  of  Supervisors  b) 

c)  Chief  Administrative  Officer  d) 

e)  City  Attorney  f) 

g)  Board  of  Permit  Appeals  h) 

i)  Human  Rights  Commission  j) 

k)  Economic  Opportunity  Council  1) 

m)  Press 


Mayor 

Public  Utilities  Commission 
Legislative  Representative 
Art  Commission 
Social  Planning  Commission 
Housing  Authority 


2.      Financial  Services  and  Records 


a)  Controller 

c)  Assessor 

e)  Purchasing 

g)  Recorder 

i)  Tax  Collector 


b)  EDP  Complex 

d)  Treasurer 

f)  Director  of  Finance  &  Recorc 

h)  Registrar  of  Voters 


Technical  Services 


a)  Public  Works 

c)  Parking  Authority 

e)  R edevelopment  A gency 

g)  Sealer  of  Weights  &  Measures 

i)  Transit  Task  Force 


b)    Safety  Office 
d)    City  Planning  Commission 
f)     Relocation  Agency 
h)    Real  Estate 
j)    P.  U.  C.  Engineers 
(Hyde  Street) 


Personnel  Services 

a)    Civil  Service  Commission 
c)    Health  Service  System 

The  Courts  and  Ancillary  Services 

a)    Superior  Courts 
c)    County  Clerk 
e)    Public  Administrator  and 
Guardian 


b)    Retirement  System 


b)    Municipal  Courts 

d)  Sheriff 

f)     Law  Library 
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J   E  » 
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6. 


Building  Services 


a) 
c) 
e) 


Janitorial  Services 
Reproduction  Bureau 
Mail  Room 


b) 
d) 
f) 


Equipment  Rooms 
Building  Repair 
Meeting  Rooms  and  Con- 


g) 


Centrex  and  Switchboard 

Facilities 
Restroom  and  Toilet 

Facilities 


h) 


ference  Rooms 
Lunch  Room 


i) 


j) 


Records  Center 


7.  Public  Health  Services 

8.  Library  Services 

9.  War  Memorial  Opera  House  and  Veterans  Memorial  Building 

The  staff  and  space  needs  which  developed  in  the  course  of  the  sur- 
vey have  been  based  on  minimum  standards  which  contemplate  the  use  of 
modern  office  equipment  and  furniture.     Much  of  the  present  furniture  in 
use  in  City  and  County  offices  is  old  and  of  a  size  which  requires  additional 
space.     The  space  standards  on  which  we  have  based  our  recommendations 
are  contained  in  Appendix  I  of  this  report.     Present  space  figures  used 
by  EBS  Management  Consultants  Incorporated  were  provided  for  us  by  the 
Bureau  of  Architecture. 

The  following  statements  are  summaries  of  our  findings  and  conclu- 
sions regarding  space  usable  by  functional  groups. 


Administrative  and  miscellaneous  service  departments 
of  the  City  and  County  of  San  Francisco?  i.  e.  ,  the  Board 
of  Supervisors,  Mayor,  Chief  Administrative  Officer, 
Public  Utilities  Commission,  City  Attorney,  Legislative 
Representative,  Board  of  Permit  Appeals,  Art  Commis- 
sion, Social  Planning  Agency,  Human  Rights  Commission, 
Economic  Opportunity  Council,  Housing  Authority,  and 
Press: 

-  have  a  combined  staff  of  261  persons 

-  occupy  65,924  square  feet  (net  square  feet)  of  space 


or  253  square  feet  per  employee,  including 
munity  space  and  conference  rooms. 


com  - 
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Financial  service  and  record  departments  of  the  City  and 
County  of  San  Francisco,'  i.  e.  ,  the  Controller,  EDP  Com- 
plex, Treasurer,  Assessor,  Director  of  Finance  and 
Records,  R egistrar  of  Voter s ,  Recorder,  Tax  Collector, 
and  Purchasing: 

-  have  a  combined  staff  of  537  persons 

-  occupy  118,661  square  feet  of  space  or  221  square 
feet  per  employee,  including  community  space  and 
conference  rooms. 

Technical  service  departments  of  the  City  and  County  of 
San  Francisco;  i.  e.  ,  the  Public  Works,  Safety  Office, 
Parking  Authority,  City  Planning,  Redevelopment  Agency, 
Relocation  Agency,  Weights  and  Measures,  Real  Estate, 
and  Transit  Task  Force: 

-  have  a  combined  staff  of  639  persons 

-  occupy  99,788  square  feet  of  space  or  156  square 
feet  per  employee,  including  community  space 
and  conference  rooms. 

Personnel  service  departments  of  the  City  and  County  of 
San  Francisco;  i.  e.  ,  the  Civil  Service,  Health,  Service, 
and  Retirement: 

-  have  a  combined  staff  of  157  persons 

-  occupy  34, 142  square  feet  of  space  or  217  square 
feet  per  employee,  including  community  space 
and  conference  rooms. 

Courts  and  ancillary  service  departments  of  the  City  and 
County  of  San  Francisco;  i.  e.  ,  the  Superior  Court,  Mu- 
nicipal Court,  County  Clerk,  Sheriff,  Public  Administrator 
and  Guardian,  Law  Library: 

-  have  a  combined  staff  of  278  persons 

-  occupy  102, 364  square  feet  of  space  or  368  square 
feet  per  employee,  including  community  space 
and  conference  rooms. 
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Building  service  departments  of  the  City  and  County  of 
San  Francisco;  i.  e.  ,  the  Janitorial  services,  Equipment 
Room,  Reproduction  Bureau,  Building  Repair,  Mail  Room, 
General  Meeting  Rooms,  General  Conference  Rooms, 
Centrex  and  Switchboard,  Lunch  Rooms,  and  Rest  Rooms: 

-  have  a  combined  staff  of  122  persons 

-  occupy  16, 185  square  feet  of  space. 

Public  Health  services  within  the  Civic  Center  area: 

-  have  a  combined  staff  of  179  persons 

-  occupy  60, 256  square  feet  of  space  or  337  square 
feet  per  employee,  including  community  space  and 
conference  rooms. 

Library  services  within  the  Civic  Center  occupy  94,898 
square  feet. 

The  combined  grand  total  of  Civic  Center  City  and  County 
services  (excluding  the  Library  services): 

-  have  a  combined  staff  of  2,  173  persons 

-  occupy  497,  320  square  feet  of  space  or  229  square 
feet  per  employee,  including  community  space, 
conference  and  courtrooms. 

If  redesigned  for  maximum  efficiency,  the  present  space 
needs  of  the  administrative  and  miscellaneous  service 
departments  would  be  67,  669  square  feet.    The  future 
staff  and  space  requirements  of  these  departments  for 
1975,  1985,  and  2000;  and  the  percentage  increment 
over  the  present  base—''  are  as  follows: 

Staff  %_  Space  %_ 

1975  373  21  72,133  7 

1985  409  33  75,853  12 

2000  460  49  81,724  21 

assumes  47  person  increase  during  1967-1968 


EBS   MANAGEMENT  CONSULTANTS  INCORPORATED 


If  redesigned  for  maximum  efficiency,  the  present  space 
use  of  the  financial  service  and  records  departments  will 
be  98,955  square  feet  (net  square  feet)  which  includes 
transfer  of  some  space  using  equipment  from  Civic  Cen- 
ter by  1975.     The  future  staff  and  space  requirements  of 

these  departments  for  1975,   1985,  and  2000;  and  the  per- 

2/ 

centage  change  from  the  present  base  —    are  as  follows: 


Staff  %_  Space  % 

1975                617  18  92,712  -6 

1985                675  29  96,888  -2 

2000                728  39  100,457  2 


If  redesigned  for  maximum  efficiency,  the  present  space 

needs  of  the  technical  service  departments  would  be  81,512 

square  feet.    The  future  staff  and  space  requirements  of 

these  departments  for  1975,   1985,  and  2000;  and  the  per- 

3/ 

centage  change  from  the  present  base—    are  as  follows: 


Staff  %_  Space  % 

1975                732  12  87,036  7 

1985               799  22  91,719  13 

2000                843  29  95,496  17 


If  redesigned  for  maximum  efficiency,  the  present  space 

needs  of  the  personnel  service  departments  would  be  28,  975 

square  feet.    The  future  staff  and  space  requirements  of 

these  departments  for  1975,  1985,  and  2000;  and  the  per- 

\  4/ 
centage  change  from  the  present  base—  are  as  follows: 


Staff  %_  Space  %_ 

1975                202  42  30,021  4 

1985                235  65  33,126  14 

2000                264  86  35,525  23 


assumes  13  person  decrease  during  1967-1968 
assumes  14  person  increase  during  1967-1968 
assumes  15  person  decrease  during  1967-1968 
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If  redesigned  for  maximum  efficiency,  the  present  needs 

of  the  courts  and  ancillary  services  would  be  139,980 

square  feet.    The  future  staff  and  space  requirements  of 

these  departments  for  1975,  1985,  and  2000;  and  the  per- 

5/ 

centage  change  from  present  base—    are  as  follows: 


Staff  %_  Space  % 

1975                323  15  150,725  8 

1985                340  21  161,807  16 

2000                367  31  175,299  25 


If  redesigned  for  maximum  efficiency  and  provision  of 
new  necessary  services,  the  present  needs  of  the  build- 
ing services  would  be  50,  682  square  feet.    The  future 
staff  and  space  requirements  of  these  departments  for 
1975,  1985,  and  2000;  and  the  percentage  change  from 
the  present  base— ^  are  as  follows: 


Staff  %_  Space  % 

1975                135  9  51,682  2 

1985                138  11  47,253  -7 

2000                142  15  47,635  -6 


The  proposed  changes  for  decentralization  of  public 
health  services  of  the  Health  Center  and  centralization 
of  some  administration,  accounting,  and  personnel  func- 
tions can  be  handled  in  the  60,  256  usable  square  feet  of 
101  Grove  Street.    The  increase  of  employees  to  216  by 
1975  through  2000,  an  increase  of  21  percent,  can  also 
be  accommodated  within  this  space  if  redesigned  for 
maximum  efficiency. 

The  present  Main  Library  building  has  serious  inade- 
quacies in  efficiency  which  prevent  it  from  performing 
its  role  effectively. 

If  redesigned  for  maximum  efficiency,   the  space  needs 
of  total  Civic  Center  services  studied  (excluding  the  Li- 
brary) would  be  528,  029  square  feet.     The  future  staff 
and  space  requirements  of  these  departments  for  1975, 

assumes  3  person  increase  during  1967-1968 
assumes  2  person  increase  during  1967-1968 
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1985,  and  2000;  and  the  percentage  change  from  the  present 
base—    are  as  follows: 


Staff  %_  Space  %_ 

1975                2,598  18  544,565  3 

1985                2,812  27  566,902  7 

2000                3,020  37  596,392  13 


assumes  38  person  increase  during  1967-1968 
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1  -    Administration  and  Miscellaneous  Services 

a  -    The  Board  of  Supervisors 

The  Board  of  Supervisors   is  an  elected  body  of  1  1  members  which 
functions  in  a  dual  capacity  as  a  City  Council  and  as  a  County  Board.  Its 
functions  are  primarily  legislative  in  character  although  it  sits  as  a  court 
of  appeals  in  certain  matters  pertaining  to  zoning  and  assessment 
activities. 

The  Board  is  served  by  a  staff  of  18  persons  who  occupy  space  on  the 
second  floor  of  City  Hall  adjacent  to  the  Supervisors'  offices  and  the 
Board  Chamber.     The  space  is  well  utilized  and  adequate  for  present 
operations.     The  space  occupied  is  9,  310  square  feet  which  includes 
the  Board  Room,   a  large  Committee  Room  and  storage  and  filing  space. 

The  Board  recently  passed  an  ordinance  creating  a  new  Tax  Appeals 
Boardwhich  will  act  as  a  County  Board  of  Equalization  for  the  City  and 
County  of  San  Francisco.     This  new  Board  and  its  staff  will  require  space 
in  the  Civic  Center  area.     The  staffing  for  this  function  is  estimated  to 
be  40  to  50  persons  during  peak  periods,  and  space  must  be  provided  to 
accommodate  a  group  of  this  size  who  will  be  in  frequent  contact  with  the 
public.     EBSMC  has  accepted  this  tentative  staffing  figure  in  estimating 
space  requirements  for  this  new  board.     5,  20Z  square  feet  has  been 
allocated  in  our  space  allotments  for  present  needs  for  the  Tax  Appeals 
Board. 

We  have  been  advised  that  some  changes  are  likely  to  occur  over  the 
next  few  years  which  relate  to  the  budget  activities  of  the  City  and  County 
of  San  Francisco.     While  no  definite  plans  have  been  formulated,   it  seems 
likely  that  continuing  audit  and  review  procedures  over  a  flexible  performance 
or  program  type  of  budget  will  be  instituted.     For  this  reason  we  have 
indicated  a  need  for  an  increased  staff  of  16  persons  occupying  1,  629  square 
feet  of  space  under  the  jurisdiction  of  the  Board  of  Supervisors.     This  space 
requirement  is  reflected  in  the  1975  and  subsequent  figures  for  the  Board. 

In  estimating  future  space  needs  for  the  Board  of  Supervisors  we  have 
assumed  that  there  will  be  no  other  changes  in  present  functions  performed 
by  the  staff  of  the  Board.     While  it  is  possible  that  the  County  of  San 
Francisco  may  join  with  the  9  Bay  area  counties  as  part  of  a  regional 
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authority,   such  an  authority  would,   in  large  part,  probably  assume  respon- 
sibility for  functions  of  regional  concern  rather  than  assuming  existing 
County  functions.     In  such  an  eventuality  there  would  be  no  significant 
reductions  in  City  and  County  functions,   nor  in  the  space  allocations 
recommended  for  the  year  2000. 


THE  BOARD  OF  SUPERVISORS 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

2754 

16 

2922 

17 

Jther  Office 
Space 

3381 

53 

4462 

68 

Community 
Space 

2074 

2304 

Conference 
Room 

6198 

6408 

S  a 

m  e 

rotal 
Space 

9310 

29 

14407 

69 

16096 

85 

3asement 
Storage 

none 

none 

none 

Records 

Center  Use 

none 

none 

none 

b  -    The  Office  of  the  Mayor 

The  Mayor,   an  elected  official,  has  an  office  staff  of  32  persons  to 
help  him  in  the  performance  of  his  duties.     The  scope  of  functions  of  the 
Mayor's  office  has  increased  considerably  as  a  result  of  recent  organi- 
zational changes  which  have  added  several  new  positions  to  his  staff. 
Leadership  approaches  towards  solving  the  social,   economic  and  physical 
problems  of  the  City  have  been  strengthened. 

The  office  is  organized  as  follows.     There  is  an  Executive  Secretary 
to  oversee  the  internal  operations  of  the  Mayor's  office,   both  secretarial- 
clerical  functions  and  the  executive  staff.    He  also  acts  as  advisor  to  the 
Mayor  on  administration  and  the  development  of  policies  to  assist  City 
departments  and  agencies  in  carrying  out  municipal  affairs  effectively. 
There  is  an  Administrative  Assistant  to  review  and  analyze  departmental 
budgets  and  organization,   a  Deputy  for  Development  to  advise  on  policies 
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and  programs  dealing  with  physical  development  and  renewal  of  the  City, 
a  Deputy  for  Social  Programs  to  work  towards  solutions  for  pressing 
social  problems,   and  a  Public  Service  Director  to  handle  information 
and  complaints  and  some  ceremonial  duties  of  the  Mayor's  office. 

The  Mayor  now  occupies  7,  018  square  feet  of  space  on  the  second 
floor  of  City  Hall.  Space  is  allocated  in  three  sections:  The  first  is  his 
personal  office  and  space  related  to  his  duties  such  as  a  reception  room 
and  working  areas  for  appointed  officials.  The  Civil  Service  employees 
including  the  Administrative  Assistant,  the  Deputy  for  Development  and 
the  Public  Service  Director  are  located  across  the  hall.  The  Deputy 
for  Social  Programs  has  office  space  adjacent  to  the  Art  Commission  in 
the  north  section  of  the  building  on  the  second  floor. 

The  space  needed  for  the  Mayor's  office  is  7,  661  square  feet.  The 
increase  of  643  square  feet  over  present  occupied  space,   almost  entirely 
reflects  the  addition  of  a  large  conference  room.     The  present  space  is 
adequate  for  present  office  functions  but  should  be  rearranged  for  optimum 
space  utilization. 

The  staff  of  the  Mayor's  office  grew  by  one -third  during  the  decade 
1956  to  1966.     This  increase  reflected  the  growing  problems  of  a  central 
city  and  the  need  for  the  Chief  Executive  to  provide  leadership  from 
an  informed  position  for  programs  stimulating  urban  development  and 
social  and  economic  progress.     The  staff  will  continue  to  increase  and 
has  been  projected  to  38  persons  for  the  year  1975  and  43  and  49  persons 
respectively  for  the  years  1985  and  2000.     These  increases  reflect  the 
addition  of  a  Deputy  for  Economic  Affairs  with  two  professional  assistants 
and  two  clerks.     Two  professional  assistants  and  one  clerk  are  forecast 
additions  for  each  of  the  following  existing  offices. 

Deputy  for  Development 
Administrative  Assistant 
Public  Services  Director 
Deputy  for  Social  Programs 
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THE  OFFICE  OF  THE  MAYOR 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 
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Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

3430 

16 

4066 

20 

4498 

23 

5074 

27 

Other  Ollice 
Snace 

1451 

16 

1613 

18 

1739 

20 

1865 

22 

Community 
Space 

2060 

2060 

2060 

2060 

Conference 
R  oom 

720 

720 

720 

720 

Total 
Space 

7018 

32 

7661 

32 

8459 

38 

9017 

43 

9719 

49 

Basement 
Storage 

none 

Records 

Center  Use 

none 

c  -    The  Chief  Administrative  Officer 

The  office  of  a  Chief  Administrator  was  created  in  1932  to  relieve 
the  Mayor  of  some  of  his  direct  administrative  responsibilities.  The 
Chart  of  Organization  shows  the  departments  and  functions  over  which 
the  Chief  Administrative  Officer  has  control. 

The  staff  of  this  office  has  remained  almost  constant  since  1943.  The 
present  space  is  more  than  adequate  for  present  activity  levels.  However, 
planned  additions  of  two  persons  to  the  staff  to  provide  management  and 
administrative  assistants  for  analytical  staff  work  will  fill  the  existing 
space. 
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THE  CHIEF  ADMINISTRATIVE  OFFICER 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

948 

4 

948 

4 

Other  Office 
Space 

285 

4 

285 

4 

Community 
Space 

664 

664 

Conference 
Room 

306 

306 

S  a 

m  e 

Total 
Space 

2210 

6 

2203 

8 

2203 

8 

d  -    The  Public  Utilities  Commission 


The  general  office  staff  of  the  Public  Utilities  Commission  occupies 
space  in  City  Hall  in  the  area  north  of  the  offices  of  the  Chief  Administrative 
Officer.     This  space  of  3,  880  square  feet  houses  the  offices  of  the 
General  Manager  of  the  Public  Utilities  Commission,  the  Assistant 
General  Manager,  the  Directors  of  the  Accounts  and  Public  Service 
Bureaus,  and  supporting  clerical  staff.     Included  in  the  present  space 
allocation  is  Room  282,   the  large  public  meeting  room  in  the  northeast 
corner  of  the  second  floor.     This  room  is  used  by  many  other  departments 
in  City  Hall,  principally  Public  Works,  which  have  a  need  for  meeting 
room  space.     This  room  is  assigned  to  the  Real  Estate  Department, 
but  has  been  included  here  for  convenience.     The  present  space  is 
adequate  for  present  activities. 

We  have  been  advised  that  space  should  be  provided  for  two  additional 
directors  of  bureaus  and  two  secretaries.     While  it  is  recognized  that 
this  office  could  be  located  elsewhere  in  quarters  which  may  be  provided 
in  the  future  for  all  Public  Utilities  Commission  activities,   space  is 
allocated  in  this  study  should  it  be  necessary  to  keep  these  executive 
offices  in  City  Hall. 
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THE  PUBLIC  UTILITIES  COMMISSION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

1410 

6 

Other  Office 
Space 

750 

10 

Community 
Space 

900 

S 

A 

M 

E 

Conference 
Room 

1426 

Total 
Space 

3880 

11 

4486 

16 

e  -    The  City  Attorney 

The  City  Attorney,  an  elected  official  ,  is  the  legal  advisor  to  the  City 
and  County  of  San  Francisco.    As  such  he  handles  all  claims  against  the 
City  and  County  and  acts  in  a  staff  capacity  in  providing  legal  services  for 
the  various  departments  of  the  Administration. 

The  City  Attorney's  staff  of  6l  persons  is  divided  into  3  divisions: 

Governmental 
Public  Utilities 
Administrat  ive 

The  Governmental  Division's  general  office  includes  local  and  legis- 
lative sections  headed  by  a  Chief  Deputy  City  Attorney.    He  is  the  legal 
advisor  to  the  Board  of  Supervisors,  the  Mayor  and  most  other  City 
and  County  Departments  and  Commissions.     There  is  also  a  specialized 
Urban  Renewal  Section  under  the  Chief  Deputy. 

The  Public  Utilities  Counsel  directs  the  divisional  sections 
responsible  for  handling  claims  and  other  legal  matters  for  the  Municipal 
Railway,  the  PUC  General  Office,   and  the  Water,   Power,  Airport 
and  Hetch  Hetchy  operations. 
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The  Administrative  Division,  headed  by  the  Confidential  Secretary 
and  Administrative  Assistant,  is  responsible  for  the  library,  stenographic 
and  clerical  functions,    accounting,  process  serving  and  departmental 
communications . 

The  offices  of  the  City  Attorney  are  located  in  City  Hall;  13,290 
square  feet  are  occupied  on  the  second  floor  and  1,  240  square  feet  on 
the  third  floor  in  space  formerly  occupied  by  the  County  Clerk. 

The  second  floor  space  is  arranged  awkwardly  along  a 
wide  hallway  which  also  serves  as  the  library,  and  space  for  report 
preparation  and  collating.     The  total  square  footage  in  use  would  be 
adequate  for  present  operations,  if  the  space  could  be  rearranged  for 
optimum  utilization.     More  private  office  space  is  needed  for  the 
attorneys  and  for  interview  and  deposition  rooms. 

The  City  Attorney's  office  has  grown  approximately  one  third  in 
the  last  decade.     This  increase  has  been  due  to  the  increased  complexity 
of  Governmental  services  and  responsibilities  and  the  commensurate 
needs  for  municipal  and  public  utilities  counsel.     The  City  Attorney  has 
assumed  new  roles  and  responsibilities  in  fields  such  as  urban  renewal  and 
redevelopment,   antitrust  price  fixing,  juvenile  law  (e.  g.  abandonment 
procedures),   and  legal  counsel  for  emerging  new  departments  such  as  the 
Human  Rights  Commission  and  the  Economic  Opportunity  Council. 

Future  social  and  economic  trends  indicate  further  expansion  of  legal 
funct  ions . 
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THE  CITY  ATTORNEY 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

7685 

40 

7685 

40 

8225 

43 

9785 

51 

Other  Oitice 
Space 

1406 

21 

1733 

26 

1919 

29 

2273 

37 

Community 
Space 

5000 

5394 

5494 

6084 

Conference 
Room 

inc 

luded 

above 

Total 
Space 

14530 

61 

14091 

61 

14812 

66 

15638 

72 

18142 

88 

f  -  The  Legislative  Representative 

The  Legislative  Representative  monitors  the  activities  of  the  State 
Legislature  in  Sacramento  and  represents  the  City  and  County  of  San 
Francisco  in  Sacramento  during  the  Legislative  sessions.     He  and  his 
secretary  occupy  space  of  336  square  feet  on  the  second  floor  of  City 
Hall.     Office  space  will  continue  to  be  needed  for  this  function  which  will 
expand  to  a  staff  of  3  persons  by  1975. 

Present  space  needs  amount  to  391  square  feet  and  472  square  feet 
will  be  required  when  the  third  member  is  added  to  the  staff. 

g  -    Board  of  Permit  Appeals 

The  Board  of  Permit  Appeals  is  a  lay  appellate  body  which  is 
available  to  the  public  for  review  of  cases  involving  permit  denials. 
The  staff  of  the  Board,  the  Executive  secretary  and  a  clerk  stenographer 
occupy  630  square  feet  of  space  on  the  second  floor  of  City  Hall.  The 
Board  requires  a  large  public  meeting  room  which  can  be  shared  with 
other  users. 

The  present  space  is  more  than  adequate  with  the  probable  addition 
of  an  additional  clerk  by  the  year  2000. 
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BOARD  OF  PERMIT  APPEALS 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

C  y~«       TP  4- 

bq .  r  t. 

Pers . 

bq.  r  t. 

Per  s . 

oq .  r  i. 

rCiB. 

sq.  r  t • 

D  of  Q 

r  ci  a. 

Ft 

0*4.  -T  l< 

TD  pre 

Private  Office 
Space 

168 

1 

168 

l 

168 

1 

168 

1 

Other  Office 
Space 

76 

1 

76 

i 

76 

1 

139 

2 

Community 
Space 

268 

288 

298 

328 

Conference 
Room 

Total 
Space 

630 

2 

512 

2 

532 

2 

542 

2 

635 

3 

Basement 
Storage 

none 

none 

Records 

Center  Use 

none 

none 

h  -    The  Art  Commission 

The  Art  Commission  of  16  appointed  members  is  served  by  an  executive 
secretary  and  a  clerk  stenographer.     The  Art  Commission  is  responsible 
for  the  following  functions: 

.  Pop  Concerts,  Art  Festival,  Municipal  Choir  and  Band  Concerts. 
.  Review  of  plans  for  Public  Buildings  -  from  an  artistic  point  of 
view. 

.  Purchase  of  art  work  for  Municipal  use. 

.  Special  projects  e.  g.  ;  Art  Competition  for  the  Hall  of  Justice. 
The  Art  Commission  occupies  840  square  feet  of  space  on  the  second  floor 
and  has  100  square  feet  of  storage  space  in  the  basement.     The  office 
space  is  more  than  adequate  for  present  levels  of  activity.     The  storage 
space  is  inadequate  for  the  collection  of  art  works.     While  most  of  the  200 
odd  pieces  are  displayed  in  various  public  buildings,  there  is  need  for  a 
receiving  and  distribution  area  to  process  new  acquisitions  and  handle 
the  exchange  of  paintings,   and  the  like,   among  the  various  display  areas. 

If  the  City  and  County  of  San  Francisco  moves  ahead  in  the  areas  of 
neighborhood  art  programs,   library  programs,   and  art  education  programs, 
the  staff  of  the  Art  Commission  will  increase.     We  have  based  space 
and  personnel  requirements   shown  in  the  table  below  on  the 
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assumption  that  the  Art  Commission  will  play  an  increasing  role  in 
City  and  County  activities  and  that  an  Art  Director,   an  Art  Festival 
Director,   a  Music  Director  and  additional  clerical  help  will  be  added 
to  the  staff.     If  needs  arise  in  the  future  for  a  large  public  meeting 
room,   space  should  be  available  on  a  shared  basis. 

THE  ART  COMMISSION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

204 

1 

204 

1 

480 

3 

624 

4 

Other  Oitice 
Space 

81 

1 

223 

3 

223 

3 

412 

6 

Community 
Space 

500 

500 

500 

500 

Conference 
Room 

Total 
Space 

840 

2 

785 

2 

927 

4 

1203 

6 

1536 

10 

Basement 
Storage 

100 

400 

400 

400 

400 

Records 

Center  Use 

no 

no 

no 

no 

no 

i  -    The  Human  Rights  Commission 

The  two  year  old  Human  Rights  Commission  has  15  Commissioners 
appointed  by  the  Mayor.     The  Human  Rights  Department  serves  as  a  staff 
to  the  Commission.  The  Department  is  in  the  charge  of  a  director 
with  two  divisions  headed  by  the  Coordinator  of  Community  Organization 
and  the  Coordinator  of  Employment.     In  addition  there  is  a  Human 
Relations  Analyst  and  necessary  clerical  personnel. 

The  primary  function  of  the  Commission  is  to  influence  social 
change  in  areas  where  there  is  evidence  of  discriminiatory  practices 
in  employment,  housing,  or  where  group  inequalities  and  disadvantages 
exist  resulting  from  past  discrimination.     The  Commission  acts  as 
mediator  between  contending  factions,  holds  hearings,  distributes 
educational  material  and  sets  up  programs  of  a  positive  nature  to 
help  reduce  the  problems  of  groups  which  have  suffered  discrimination 
because  of  race,   religion,   color  or  ancestry. 
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Space  occupied  is  the  entire  third  floor  of  1254  Market  Street. 
The  space  of  3,  150  square  feet  is  generous  for  existing  levels  of 
activity.     Forecasted  future  manning  levels  show  a  doubling  of  the  staff 
by  the  year  2000.     The  Commission  functions  as  a  matter  of  executive 
policy  and  it  seems  reasonable  to  assume  an  increase  in  its  kind  of 
activity  over  the  years  as  more  and  more  emphasis  is  placed  on  solving 
the  problems  of  the  central  city  and  the  problems  of  racial  and  economic 
discriminat  ion. 

THE  HUMAN  RIGHTS  COMMISSION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

So.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft, 

Pers. 

Private  Office 
Space 

624 

4 

624 

4 

912 

6 

1200 

8 

Other  Otlice 
Space 

828 

11 

1233 

16 

1395 

18 

1719 

22 

Community 
Space 

49  2 

492 

492 

492 

Conference 
Room 

288 

288 

288 

288 

Total 
Space 

3150 

15 

2232 

15 

2637 

20 

3087 

24 

3699 

30 

Basement 
Storage 

no 

no 

no 

no 

Records 

Center  Use 

no 

no 

no 

no 

The  needs  for  a  conference  room  are  such  that  this  space  can  be  shared 
with  an  adjacent  department. 

j  -    The  Social-  Planning  Commission 

A  Social  Planning  Commission  or  Agency  may  be  established  in  the 
City  and  County  of  San  Francisco.     Agencies  of  this  type  are  already 
functioning  in  other  cities;  e.  g.  ,   Berkeley  and  Oakland.     These  social 
planning  groups  are  concerned  with  planning  for  a  more  effective  social 
environment  and  in  formulating  programs  for  and  coordinating  the  work  of 
agencies  involved  in  fields  such  as  social  welfare,  juvenile  delinquency 
and  community  organization.     While  it  is  difficult  to  forecast  the  staffing 
of  such  a  department,   it  seems  reasonable  to  assume  that  a  small  high 
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level  administrative  staff  will  be  functioning  by  1975.  This  staff 
will  probably  consist  of: 

-  A  professional  Director  of  Social  Planning 

-  An  Assistant  Director 

-  Three  planning  technicians 

-  Three  clerical  workers 

By  1985,  the  addition  of: 

-  5  planning  technicians 

-  2  clerical  personnel 
By  the  year  Z000,   the  addition  of: 

-  2  planning  technicians 

-  2  clerical  personnel 

THE  SOCIAL  PLANNING  COMMISSION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Per  s . 

Sq.Ft. 

Pers. 

rivate  Office 
Space 

0 

0 

504 

3 

768 

5 

1032 

7 

)ther  Office 
Space 

0 

0 

414 

5 

730 

10 

887 

12 

Community 
Space 

0 

0 

470 

470 

470 

Conference 
Room 

0 

0 

sharec 

shared 

sharec 

'otal 
Space 

0 

0 

1388 

8 

1968 

15 

2389 

19 

k  -  Economic  Opportunity  Council  and  Project  Headstart 

The  Economic  Opportunity  Council  was  formed  in  1964  as  a  non- 
profit corporation  to  analyze  the  poverty  situation  in  San  Francisco 
and  formulate  programs  for  its  specific  alleviation.     The  program  is 
financed  90  per  cent  through  Federal  funds  and  10  per  cent  through  local 
contributions.   The  policy-making  body  is  a  15  member  Executive  Committee 
selected  from  a  47  member  Economic  Opportunity  Council.     The  staff, 
under  the  administration  of  an  Executive  Director,   has  5  sections  in  the 
Central  Office:  the  Public  Information  Unit;  the  Manpower  Division;  the 
Program  Development,   Research  and  Training  Division;  the  Executive 
Administration  Staff;  and  the  Area  Development  Operations  Division. 

There  are  32  authorized  employees  in  the  EOC  central  office  and 
6  additional  employees  in  Project  Headstart  administrative  headquarters. 
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The  Economic  Opportunity  Council  is  located  at  507  Polk  Street. 
The  Council  occupies  8,  764  square  feet  on  the  second  floor  and  516 
square  feet  on  the  third  floor.     The  amount  of  space  is  large  for 
the  functions  performed;  however,  the  suite  is  poorly  laid  out,  and 
there  are  minimum  amenities.     Presently  there  are  no  storage  prob- 
lems because  of  the  recent  formation  of  the  agency. 

The  program  growth  of  the  Economic  Opportunity  Council  and  the 
central  administrative  personnel  to  carry  it  through  are  dependent  on 
policy  decisions  oi  the  Federal  government.     It  is  difficult  to  forecast 
these  decisions  but  logical  to  assume  continuing  participation  in  the 
"War  on  Poverty"  in  the  future.     Our  forecasts  indicate  a  doubling  in 
personnel  located  in  the  central  office.     There  will  probably  be  more 
decentralization  as  the  organization  grows,   so  the  doubling  of  the  central 
staff  will  allow  for  even  greater  expansion  in  neighborhood  programs. 

ECONOMIC  OPPORTUNITY  COUNCIL  AND  PROJECT  HEADSTART 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  FtJ 

Pers. 

Private  Office 
Space 

1440 

8 

1728 

10 

2016 

12 

2452 

15 

Other  Ollice 
Space 

2109 

30 

2841 

40 

3573 

50 

4343 

61 

Community 
Space 

904 

904 

904 

904 

Conference 
Room 

288 

288 

288 

288 

Total 
Space 

9280 

4741 

38 

5761 

50 

6781 

62 

7987 

76 

Basement 
Storage 

no 

no 

no 

no 

no 

Records 

Center  Use 

no 

no 

no 

no 

no 

1  -  Housing  Authority 

This  agency  of  the  City  and  County  governments  was  not  included  in 
the  study  as  it  is  not  within  the  Civic  Center  area  boundary.     If  it 
becomes  desirable  for  its  present  location  at  440  Turk  Street  to  be 
better  utilized  for  other  purposes,   it  would  be  logical  to  bring  the 
Housing  Authority  into  one  of  the  City  buildings  in  Civic  Center.  Its 
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estimated  space  needs  approximate  12,  000  net  square  feet  for  a  staff 
of  72  people. 

m  -  The  Press 

In  any  governmental  situation,  such  as  is  found  in  the  City  and 
County  of  San  Francisco,   it  is  important  that  adequate  space  be  provided 
for  the  press.     This  space  should  include  adequate  waiting  room  or 
lounge  space,   desk  space,  telephone  facilities  and,  where  possible, 
facilities  for  television  and  radio  equipment  and  personnel. 

Present  space  allocated  to  the  press  in  City  Hall  consists  of  a 
small  room  of  540  square  feet  across  the  hall  from  the  press  entrance 
to  the  Board  of  Supervisors'  chamber  and  additional  space  of  400  square 
feet  on  the  fourth  floor  to  provide  for  press  needs  in  the  Courts'  area. 

These  press  rooms  are  not  adequate  for  the  needs  of  television 
and  radio  and  the  space  should  be  rearranged  and    furnished  to  provide 
the  necessary  facilities. 

Facilities  for  television  and  radio  should  provide  for  the  electrical 
requirements  and  space  for  the  proper  placement  of  mobile  television 
and  radio  equipment.     This  space  is  needed  in  order  to  televise  Board 
of  Supervisors'  meetings;  however,   it  is  difficult  to  provide  this  space 
without  altering  the  arrangements  in  the  present  Board  chamber.  We 
have  been  advised  in  discussions  with  engineering  personnel  of  KPIX  and 
KGO  that   live  broadcasts  from  the  Supervisors'  chamber  are  rare,  and 
that  the  portable  units  which  are  used  in  these  instances  do  not  require 
much  more  space  than  cameras.     Most  sessions  are  filmed  by  cameramen, 
and  the  film  is  then  edited  prior  to  use.    A  gear  room  should  be  provided 
at  the  rear  of  the  chambers  which  can  be  used  for  television  or  camera 
purposes. 

The  main  problem  is  the  lack  of  room  in  the  chamber  itself  to 
accommodate  the  cameramen.    Alcove  space  should  be  made  available 
for  this  purpose  on  either  side  of  the  chamber  whenever  live  televison 
or  camera  action  is  contemplated.     64  square  feet  per  camera  is  considered 
adequate. 
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Additional  space  (about  1420  square  feet)  should  be  allocated 
behind  the  chamber  in  the  courts'  area  for  a  gear  room  and  other 
purposes. 

2  -    Financial  Services  and  Records 

a  -  The  Controller 

The  Controller  is  an  appointed  official.     His  staff  is  under  Civil 
Service.    His  department  has  responsibility  for  the  propriety  of 
all  financial  transactions  in  which  the  City  and  County  participates. 
This  involves  the  checking  of  all  expenditures  against  encumbrances, 
the  supervision  of  all  accounting  and  financial  reporting  and  the 
maintenance  of  adequate  accounts  to  record  the  financial  transactions 
and  determine  the  financial  status  of  all  City  and  County  departments 
and  agencies.     The  Controller  has  the  responsibility  to  audit  the 
accounts  of  all  City  departments. 

The  City's  electronic  computers  and  data  processing  equipment 
and  personnel  are  either  under  the  Controller  or  will  be  transferred  t 
his  jurisdiction  in  the  near  future.     We  have  been  advised  that  the 
many  small  unit  record  installations  presently  located  in  the  various 
departments;  e.  g.  ,   Purchasing,   Treasurer,  Assessor,   etc.,  will  be 
controlled  and  administered  by  the  EDP  staff  in  July  of  1967.  This 
will  not,  however,   include  the  data  processing  staff  and  facilities  of 
the  Public  Utilities  Commission  at  this  time.     Because  of  the  special 
problems  in  connection  with  space  requirements  for  the  EDP  complex 
this  area  is  discussed  in  a  separate  section  which  follows  this  portion 
of  the  report. 

The  present  staff  of  the  Controller's  Department  excluding  EDP 
personnel  is  authorized  at  133.     Present  approximate  space  allocated 
to  the  controller  exclusive  of  EDP  consists  of  the  following  (all  in  Cit; 
Hall): 

-"8,  905  square  feet  on  the  main  floor  in  the  south- 
west corner  of  the  Cicy  Hall  building. 

-  640  square  feet  on  the  main  floor  mezzanine 

-  1,  1 6 1  square  feet  on  the  2nd  floor,   adjacent  to  the 
legislative  representative. 
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-  5,  059  square  feet  in  the  basement  directly  under  the 
main  floor  space. 

In  terms  of  total  square  footage  this  space  is  more  than  adequate  for 
present  levels  of  work.    However,  the  space  is  not  laid  out  to  advantage 
and  effective  utilization  also  suffers  from  the  fragmentation  into  three 
main  areas  on  three  different  building  levels. 

Records  retention  is  located  in  about  2000    square  feet  of  space 
in  the  basement.      This  space  is  more  than  adequate  for  present  needs. 

The  Department  (excluding  EDP)  is  organized  into  8  divisions: 

Administrative  and  Secretarial 
General  Office  Division 
Accounts  and  Reports  Division 
Utility  Audits 
General  Audits 
Payroll 

Budget  Division 
Legal  Division 

The  Administrative  and  Secretarial  group  includes  the  Controller 
and  the  Assistant  Controller,  and  a  secretarial  and  clerical  staff  of  6. 
Present  space  occupied  is  2,  160  square  feet  which  is  more  than  adequate 
for  present  needs.     This  space  is  characterized  by  large  rooms  which 
are  located  in  the  south-west  corner  of  the  Controller's  area  on  the 
main  floor  and  which  are  reached  by  walking  through  the  General  Office 
and  Accounts  and  Reports  Divisions.     The  present  staff  is  to  be  decreased 
with  the  transfer  of  one  clerk  to  another  division.     Future  staff  require- 
ments will  not  increase. 
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THE  ADMINISTRATIVE  AND  SECRETARIAL  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers . 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

^riv^  tp  Office 
Space 

47  1 

2 

47  1 

2 

Other  Oliice 
Space 

345 

6 

303 

5 

Community 
Space 

324 

324 

S  a  i 

n  e 

Conference 
Room 

261 

261 

Total 
Space 

2160 

8 

1401 

8 

1359 

7 

The  General  Office  Division  occupies  space  on  the  main  floor  in 
the  southwest  corner  of  the  City  Hall  Building.     The  present  square 
footage,  4,270,  includes  public  access  and  counter  space  for  the 
Controller's  main  floor  area.     The  allocation  is  adequate  for  the 
present  staff.    As  the  City  moves  into  the  EDP  program,  staff  re- 
ductions will  be  possible  in  this  division.     The  present  staff  of  44 
can  be  reduced  to  around  39  persons.    The  IBM  6400  accounting 
machine  presently  handles  appropriation  accounting  which  will  in  all 
probability  become  a  part  of  the  IBM  360  system.    No  staff  increases 
are  shown  to  the  year  2000.    Increases  in  the  level  of  service  per- 
formed by  this  Division  should  be  capable  of  absorption  by  the  staff  of 
39  as  EDP  expands  its  activities  in  the  accounting  area.  Detailed 
systems  analysis,  as  a  part  of  the  EDP  expansion,  may  indicate 
further  staff  savings.    Storage  of  data  on  inactive  tape  files  will  cut 
down  records  storage  requirements  considerably.    Storage  require- 
ments, therefore,  have  been  shown  as  constant  through  the  year  2000 
on  the  assumption  that  current  records  only  need  be  kept. 
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THE  GENERAL  OFFICE  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

C  n      XT  t 

P  e  r  s . 

CJn  "Ft 
D  K\  .  IT  I. 

L    Cl  g  i 

Sn  Ft 

P  e  r  s . 

Sa  Ft 

P  e  r  s . 

Sq.  Ft. 

P  e  r  s . 

Drivate  Office 
Space 

168 

1 

168 

1 

Other  Office 

2426 

43 

2102 

38 

Community 
Space 

1051 

994 

Sc 

.  m  e 

Conference 
Room 

Total 
Space 

4270 

44 

3645 

44 

3264 

39 

3264 

39 

3264 

39 

The  Accounts  and  Reports  Division  with  a  current  staff  of  15  occupied 
1,  677  square  feet  of  space  in  the  main  floor  of  the  Controller's  area. 
Four  of  the  present  staff  will  be  transferred  to  the  EDP  complex.  The 
present  space  is  more  than  adequate.     No  increase  is  shown  for  the 
staff  because  of  EDP  activity  in  the  accounting  area. 


THE  ACCOUNTS  AND  REPORTS  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

5q.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

168 

1 

Other  Office 
Space 

657 

10 

Community 
Space 

455 

S 

a  rr 

e 

Total 
Space 

1677 

15 

1280 

11 

Mezzanine 
Storage 

640 

640 

0 

0 

0 

The  Utility  Audits  Division  occupies  interior  space  of  798  square 
feet  which  is  crowded  for  the  present  staff  of  8.     Staff  is  shown  as 
doubling  by  the  year  2000.     This  group's  area  of  assignment  has  been 
broadening  in  recent  years  with  the  addition  of  public  garages  and 
other  activities  to  the  scope  of  their  audit  functions.     The  effect 
of  EDP  will  allow  for  an  increase  in  actual  audit  activity  and  a  consequent 
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upgrading  of  the  work  performed,  as  routine  functions  which  now 
require  much  time  and  effort  are  performed  on  the  computer. 
To  the  extent  that  computer  systems  increase  machine  audit  capabili- 
ties manning  levels  indicated  for  the  future  may  be  somewhat  high. 

THE  UTILITY  AUDITS  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

210 

1 

210 

1 

210 

1 

210 

1 

Other  Otiice 
Space 

495 

7 

873 

14 

936 

15 

999 

16 

Community 
Space 

280 

210 

230 

250 

Conference 
Room 

Total 
Space 

798 

8 

985 

8 

129  3 

15 

1376 

16 

1459 

17 

The  General  Audits  Division  is  located  on  the  second  floor  of  City 
Hall  in  space  that  formerly  served  as  a  public  meeting  room.  This 
space  is  adequate  for  the  present  staff  of  11  people,   assuming  minimum 
standards.     The  provision  of  a  small  private  office  for  the  Chief  Accountant 
and  increased  space  for  filing  and  handling  of  current  records  is 
indicated.     No  increase  in  staff  is  shown  for  the  Division.     EDP  operations 
will  relieve  accounting  personnel  of  many  routine  duties  and  will  make 
available  more  information  in  a  more  timely  manner  thus  allowing  more 
staff  time  to  be  devoted  to  audit  functions. 
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THE  GENERAL  AUDITS  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

168 

1 

Other  Office 
Spac  e 

666 

10 

Community 
Space 

220 

Conference 
Room 

S 

a 

m 

Total 

Space 

864 

11 

1054 

11 

The  Payroll  Division  occupies  3,  482  square  feet  of  space  in  the 
central  corridor  area  of  the  ground  floor.     This  interior  space  is 
adequate  for  the  staff  of  36.     The  present  payroll  system  of  the  City 
and  County  of  San  Francisco  will  be  completely  changed  when  the 
EDP  program  is  installed.     The  concept  of  the  data  bank  which  provides 
for  instant  access  to  masses  of  information  will  be  employed  in  devel- 
oping an  employee  or  personnel  file  which  will  make  available  to  the 
computer  and  authorized  departments  all  necessary  data  for  payroll, 
retirement,  health  services,  personnel,   statistical  and  other  purposes. 
Much  of  the  present  manual  audit  work  performed  in  connection  with 
the  payroll  will  be  eliminated.     The  payroll  itself  should  be  on  a  weekly 
basis  or  on  a  26  period  basis  with  pay  warrants  being  given  after  the 
completion  of  the  work  period  thus  eliminating  the  majority  of  the 
payroll  adjustments  due  to  the  submission  of  anticipated  payrolls  which 
are  a  feature  of  the  present  system.     The  Payroll  Division  staff  in  the 
Comptroller's  Department  can  be  reduced  to  1 1  persons  who  will  be 
concerned  only  with  payroll  release  and  with  payroll  accounting.  To 
the  extent  that  the  City  and  County  of  San  Francisco  moves  towards  a 
bank  deposit  operation,  this  staff  could  be  reduced  even  further.  Filing 
space  for  payroll  records  should  be  minimal  under  the  new  computer 
system  as  all  pertinent  information  should  be  contained  within  the 
electronic  system  or  on  microfilm. 
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THE  PAYROLL  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Ders. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

1 68 

1 

Other  Office 
Space 

630 

10 

^Community 
Space 

165 

San 
o 

i  e 
r 

Conference 
Room 

L  e 

s  s 

Total 
Space 

3499 

36 

3482 

36 

963 

1 1 

963 

1 1 

963 

11 

The  Budget  Division  within  the  Controller's  staff  presently 
occupies  1,  557  square  feet  in  the  basement  or  ground  floor  area  of 
City  Hall.     This  space  for  the  staff  of  10  is  adequate  for  present 
methods  of  handling  the  budget.    However,   legislation  is  currently  being 
considered  by  the  Board  of  Supervisors  to  alter  the  budget  system.  It 
seems  reasonable  to  assume  that  a  flexible  performance  or  program 
type  of  budget  will  be  installed  for  the  City  and  County  of  San  Francisco. 
In  the  previous  discussion  of  space  for  the  Board  of  Supervisors  provision 
has  been  made  for  a  budget  staff  of  16  persons.     Provision  has  also  been 
made  for  an  augmented  budget  Division  within  the  Controller's 
Department.     The  staff  requirements  are  shown  at  32  by  the  year  2000. 
Of  these  32  persons,   6  would  still  be  needed  in  the  Controller's  Department 
if  budget  responsibility  is  located  elsewhere.     Thus  a  total  of  42  persons 
have  been  assigned  space  for  budget  purposes  in  this  department  and 
under  the  Board  of  Supervisors.     This  space  allocation  should  take  care 
of  probable  eventualities  in  budget  review  and  responsibility. 


i 


j 
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THE  BUDGET  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

aq .  r  l. 

Pe  r  s . 

5n  TP* 
DC] .  r  i. 

ED  A  If*  Q 

5n  Ft 

"P  pro 

Private  Office 
Space 

296 

2 

552 

4 

552 

4 

552 

4 

Other  Office 
Spac  e 

656 

8 

1790 

26 

1916 

28 

1916 

28 

Community 
Space 

750 

1000 

1000 

1000 

Conference 
Room 

Total 
Space 

1557 

10 

1702 

10 

3342 

30 

3468 

32 

3468 

32 

Basement 
Storage 

1986 

1922 

400 

400 

400 

The  Controller  has  a  Legal  Advisor  as  part  of  his  staff.  The 
present  staff  of  one  person  has  an  office  on  the  second  floor  of  City  Hall, 
adjacent  to  the  space  used  by  the  General  Audits  Division.  His 
present  space  of  297  square  feet  is  cramped  and  does  not  provide  for 
sufficient  library  space.     No  increase  in  staff  is  projected  for  this  func- 
tion.    Office  and  access  space  of  210  square  feet  and  filing  and  reception 
space  of  168  square  feet  has  been  provided  in  the  tabulations  below. 


THE  CONTROLLER'S  DEPARTMENT 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pera. 

Sq.  Ft. 

Pera. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

1691 

8 

2115 

1 1 

2115 

1 1 

2115 

1 1 

Uther  Office 
Space 

8727 

120 

7021 

113 

7210 

116 

7273 

1  17 

Community 
Space 

324S 

3536 

3556 

3596 

Conference 
Room 

261 

261 

261 

261 

Storage 

2626 

2562 

400 

400 

400 

Total 
Space 

17748 

133 

16489 

128 

1  3333 

124 

13542 

127 

13645 

128 

1 


j 
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b  -    The  Electronic  Data  Processing  Complex 

Data  processing  for  the  City  and  County  of  San  Francisco  is  in 
the  process  of  consolidation  and  development. 

While  data  processing  equipment  has  been  installed  for  many  years 
in  various  areas  of  the  City  and  County  government,   the  concept  of 
a  central  EDP  complex  is  a  relatively  recent  one.     The  advent  of  third 
generation  computers  and  attendant  peripheral  equipment  has  given 
the  impetus  to  centralization.     IBM  360  series  computers  with  on- 
line random  files  providing  mass  storage  accessible  to  and  from 
remote  locations  are  on  order  to  provide  this  facility. 

With  the  forthcoming  transfer  of  data  processing  personnel  from 
many  City  and  County  departments,  the  staff  of  the  central  EDP  complex 
will  rise  to  a  total  of  103  persons.     This  staff  includes  keypunch  operators, 
tab  and  computer  operators,   systems  people,  programmers  and 
administrative  personnel.     The  space  assigned  to  this  group  is  frag- 
mented.    It  includes  areas  created  out  of  the  former  Registrar's 
lobby  on  the  north  side  of  the  main  floor  rotunda,   as  well  as  basement 
space  in  the  former  north-south  central  corridor,   and  interior  areas 
to  the  east  of  the  converted  corridor.     The  total  square  footage  amounts 
to  15,  040. 

The  office  space  in  the  former  Registrar's  lobby  is  far  from 
satisfactory.     This  space  was  created  by  erecting  temporary  parti- 
tions of  less  than  ceiling  height  to  circumscribe  the  space  and  to 
divide  it  into  usable  areas.     The  high  ceilings  of  the  lobby,  the 
marble  floors  and  lack  of  acoustical  materials  do  not  make  for  the 
best  working  conditions,  particularly  for  programmers  and  systems 
people  for  whom  a  quiet  working  environment  is  essential. 

The  basement  space  assigned  to  EDP  is  adequate  and  although  this 
is  entirely  interior  space  it  provides  an  acceptable  work  place  envi- 
ronment when  properly  air  conditioned  or  ventilated.    The  two 
existing  computer  rooms  are  located  at  either  end  of  this  former 
corridor  area. 

The  Fire  Department  now  occupies  space  in  the  southeast  corner 
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of  the  basement.     This  space  has  been  assigned  to  the  EDP  complex 
for  future  growth  and  will  be  available  when  the  Fire  Department 
moves  to  new  quarters  on  Golden  Gate  Avenue.     Present  planning  may 
require  an  interim  use  of  this  space  for  the  Board  of  Tax  Appeals. 

It  is  extremely  difficult  to  forecast  the  space  needs  for  EDP. 
We  have  assumed  that  the  staff  housed  in  City  Hall  will  increase 
over  the  years  as  the  program  progresses  to  a  total  of  262  persons 
by  the  year  2000,   of  whom  approximately  200  will  be  administrative, 
systems,   and  programming  personnel.    Additional  EDP  personnel 
will  be  required  outside  of  City  Hall  in  such  areas  as  the  hospitals, 
public  health,  police,  fire  and  welfare  systems,  even  though 
these  functions  and  others  will  utilize  the  central  computer  facility. 
The  concept  of  mass  storage  available  for  computer  manipulation 
and  on-line  to  user  departments,  while  not  new  has  not  been  installed 
in  a  situation  of  the  magnitude  envisioned  for  San  Francisco.  Other 
cities  and  counties  have  portions  of  this  kind  of  system  in  operation  but 
the  equipment  needed  for  full  utilization  has  not  been  available  long 
enough  to  allow  for  full  effective  development  of  the  concept  in 
a  working  environment.     This  is  not  to  say  that  San  Francisco  is  a 
pioneer  in  the  development  of  its  data  bank  system  but  to  point  out 
that  the  implementation  of  such  a  full  scale  program  is  not  a  reality 
anywhere  at  this  time  even  though  portions  of  such  a  system  are 
working,  have  proved  feasible,  and  will  receive  wide  spread  use  as 
time  goes  by.     With  this  in  mind  it  is  difficult  at  this  point  in  time  to 
determine  the  ultimate  effect  on  staffing  and  service  levels,  both 
within  the  EDP  complex  itself  and  in  the  departments  which  use  the 
central  computer  facility.     Adding  to  this  uncertainty  the  unknown 
effect  of  new  technological  developments  in  the  fast  changing  computer 
hardware  and  software  fields  it  is  obvious  that  staff  projections  must 
be  considered  as  uncertain.     It  is  safe  to  assume,  however,  that  once 
the  initial  effort  has  been  expended  and  the  necessary  discipline  achieve 
by  all  user  departments,   service  levels  should  be  capable  of  increases 
without  a  corresponding  increase  in  the  numbers  of  personnel. 

In  our  studies  of  space  needs  for  the  various  Departments  included 
in  this  survey  we  have  tried  to  anticipate  the  effect  of  EDP  on  manning 
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levels  and  work  place  and  records  retention  requirements. 

However,   it  is  important  to  distinguish  between  manning  increases 
which  are  the  result  of  bringing  deficient  activities  up  to  par  in  order 
to  gain  a  level  of  service  which  may  be  considered  satisfactory  and 
staff  increases  which  are  the  result  of  growth  in  existing  services. 
Once  departments  are  adequately  staffed  to  provide  for  today's  services 
and  tomorrow's  increases  in  service  not  now  provided,   San  Francisco's 
City  and  County  government  should  have  achieved  a  manning  level  which 
is  capable  of  decrease  as  a  result  of  advances  in  the  use  of  the  EDP 
facility.     These  comments  are  best  illustrated  by  considering  outside 
inspection  activities  in  departments  such  as  the  Building  Inspector's 
and  the  Assessor's.    Here  the  need  for  augmented  staff  today  in  order 
to  provide  a  level  of  inspection  activity  considered  necessary  to  service 
the  public  should  not  be  considered  as  an  increase  which  is  attributable 
to  growth  or  one  that  is  out  of  proportion  to  future  population  statistics. 
These  increases  are  needed: 

(1)     To  perform  a  constantly  expanding  service 

attributable  to  age  and  the  necessity  for 

renewal  activities  in  order  to  ensure  a 

viable  environment  for  the  City  and  County 

of  San  Francisco. 
(2.)     To  provide  a  level  of  inspection  activity  to 

allow  for  periodic  reassessment  of  property. 

Similarly,  the  need  for  expanded  services  in  the  area  of  personnel 
administration  is  a  need  which  exists  now.     Training  programs,  employee 
counselling,   increased  examination  activities,   larger  eligibility  lists, 
etc.  ,  are  pressing  needs  today  and  are  capable  of  implementation  only 
over  a  period  of  time. 

For  these  reasons  the  overall  personnel  growth  shown  in  this 
report  represents  ideal  goals,  the  reaching  of  which  is  subject  to 
policy  decisions.     By  providing  the  space  needed  for  these  expanded 
functions,  we  believe  that  we  are  suggesting  an  envelope  which  may  be 
larger  than  actually  needed,  but  sufficient  in  the  eventuality  that  such 
levels  of  service  as  they  suggest  are  achieved. 
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The  EDP  program  over  a  period  of  year  will  allow  for  work  to  be 
performed  with  fewer  people  than  would  otherwise  be  possible  even 
though  a  first  glance  at  future  personnel  figures  would  seem  to  be  at 
variance  with  this  statement. 

Space  allocations  for  the  future  allow  for  2  large  computer  rooms, 
storage  areas,  tape  and  disc  file  vaults,  keypunch  rooms,  maintenance 
facilities  systems  and  programmer  offices  and  cubicles,  clerical 
office  space,   and  administrative  offices. 


THE  ELECTRONIC  DATA  PROCESSING  COMPLEX 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

3rivate  Office 
Space 

756 

4 

1470 

8 

1848 

10 

2184 

12 

Jther  Office 
Space 

47  35 

72 

9460 

147 

12809 

200 

15959 

250 

Community 
Space 

10922 

27 

9195 

9195 

9195 

Conference 
Room 

104' 

1260 

1500 

1500 

Total 
Space 

15040* 

103 

17457 

103 

21385 

155 

25352 

210 

28838 

262 

*  Does  not  include  Fire  Dept.  space, 
c  -  Assessor 

The  Assessor  is  an  elected  City  official.    His  staff  is  under  Civil 
Service.     The  department  is  divided  into  two  major  groups:  the  Valuation 
Division,  which  is  responsible  for  the  assessment  of  real  and  personal 
property,   and  the  Administrative  Division  which  is  responsible  for 
assessment  control  and  public  service.       The  Assessor  is  responsible 
for  the  assessment  and  reassessment  of  all  real  and  certain  personal 
property  in  the  City  and  County  of  San  Francisco.     His  work,  therefore, 
involves  the  inspection  and  reinspection  of  property  and  the  recording 
and  adjustment  of  valuations.     The  public  can  inspect  the  records  of 
property  valuations  maintained  in  the  Assessor's  files,   and  extensive 
areas  are  provided  in  the  Assessor's  office  to  accommodate  the  visits  of 
the  general  public.     It  is  the  responsibility  of  the  Assessor  to  develop 
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the  assessment  roll. 

Statements  of  personal  property  are  filed  with  the  Assessor  as  are 
claims  for  veterans  exemption. 

When  the  assessment  roll  is  completed,  the  public  has  the  opportunity 
to  protest  assessments  at  meetings  of  the  Board  of  Supervisors.  We 
are  informed,  however,  that  a  large  increase  in  the  number  of  protests 
is  expected  as  a  result  of  the  passage  of  State  Law  AB-80  which  requires 
that  all  real  estate  be  assessed  at  20  to  25  percent  of  market  value  by 
the  end  of  the  year  1967  and  at  25  percent  of  market  value  within  four 
years.     To  cope  with  this  increase,  the  City  and  County  proposes  the 
creation,  under  existing  state  laws,  of  a  Board  of  Tax  Appeals  to  handle 
these  protests.     Space  has  been  provided  for  the  Board  in  the  preceding 
section  dealing  with  the  Board  of  Supervisors. 

The  present  space  allocated  to  the  Assessor  is  entirely  within  City 
Hall.     The  first  area  consists  of  1870  square  feet  in  the  basement  which 
includes  storage  and  coffee  room  space,   and  a  corridor  leading  to  men's 
and  women's  washroom  and  toilet  facilities.     The  second  area  of  13,  228 
square  feet  is  on  the  main  floor  in  the  southeast  corner  of  the  building. 
This  space  is  not  adequate  for  present  operations  because  of  the  extremely 
poor  arrangement  of  space  and  the  congestion  caused  by  present  methods 
of  handling  assessments. 

Space  requirements  for  the  future  will  be  affected  substantially  by 
the  effect  on  the  operations  of  the  Assessor's  Department  of  the  City's 
EDP  program  and  by  changes  in  the  State  laws  which  will  in  all 
probability  eliminate  household  personal  property  assessments.  While 
there  are  many  problems  of  a  legal  nature  to  overcome,   such  as  changes 
in  the  law  to  permit  alternate  means  of  recording  the  Assessor's  roll,  it 
seems  certain  that  these  changes  ultimately  will  be  made,  thus  allowing 
the  City  and  County  of  San  Francisco  to  utilize  an  electronically  stored 
data  base  consisting  of  all  property  records  including  the  assessment 
roll. 

Concurrent  with  improvements  in  system,  the  Assessor's  office 
plans  to  increase  its  field  activity  in  order  to  provide  for  a  reassessment 
of  property  every  three  years.     The  present  staff  of  141  will  be  reduced 
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by  16  persons  with  the  transfer  of  the  department's  unit  record  IBM 
system  to  the  EDP  complex.     Thus  staff  increases  in  the  inspection 
area,  and  decreases  in  the  data  processing  area  will  result 
requirement  of  154  persons  for  the  years  1975  and  beyond.  Improvements 
in  methods  and  procedures  as  a  part  of  the  overall  changes  to  EDP 
should  enable  the  present  staff  outside  of  the  inspection  area  to 
function  effectively.     The  two  telephone  switchboard  positions  should 
be  eliminated.     The  Department  can  operate  effectively  using  the 
normal  centrex  system.     The  need  for  large  part-time  staffs  will 
diminish  as  EDP  develops,   and  should  ultimately  disappear. 


THE  ASSESSOR 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

1615 

10 

1951 

12 

Other  Office 
Space 

7119 

1 15 

8604 

142 

Community 
Space 

6550 

6550 

s 

a 

m 

e 

Conference 
Room 

261 

261 

Total 
Space 

15098 

141 

15545 

125 

17366 

154 

d  -    The  Treasurer 

The  Treasurer  of  the  City  and  County  of  San  Francisco  is  an  elected 
official.     He  has  responsibility  for  all  monies  collected  by  the  City 
and  County,   and  for  the  investing  of  these  funds.     The  treasurer 
handles  bond  transactions  and  coupon  accounting,   and  his  office  is  the 
depository  for  City-owned  bonds  and  securities,   including  those  of  the 
Retirement  System.     The  staff  of  the  Treasurer's  office  also  has 
responsibility  for  the  collection  of  inheritance  taxes. 

The  present  space  occupied  by  the  Treasurer  is  more  than  adequate. 
The  basement  space  of  4770  square  feet  is  under  utilized  and  should  be 
allocated  to  other  users.     Records  stored  in  this  area  are  used  very 
occasionally  and  could  be  stored  outside  of  Civic  Center.     The  two 
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vaults  in  the  basement  are  used  for  inactive  records  and  contain  a  very- 
small  amount  of  such  material.     The  remaining  space  is  used  for 
parking  of  automobiles.     The  main  floor  space  of  5,  818  square  feet  is 
generous  for  the  office  staff  of  18  persons  and  includes  a  large  main 
vault  which  is  sufficient  for  the  needs  of  the  Department.     A  small 
unit  record  installation,   shared  with  the  Controller,   is  used  for  the 
handling  of  warrants  processed.     This  unit  will  probably  not  be 
required  when  the  EDP  program  is  in  operation. 

THE  TREASURER 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers, 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

903 

5 

903 

5 

Other  Office 
Space 

1029 

15 

1029 

15 

Community 
Space 

18  37 

1687 

s 

a 

m  e 

Conference 
Room 

Total 
Space 

11088 

18 

3769 

20 

3619 

20 

e  -    The  Purchasing  Department 


The  Purchasing  Department  is  responsible  for  the  purchase  of  all 
materials  and  supplies  and  orders  for  contractual  services  for  all 
departments  of  the  City  of  San  Francisco.     Other  functions  of  the  Depart- 
ment include  the  operation  of  the  general  shops  for  maintenance  and  repair 
of  City  vehicles,   and  the  operation  of  the  Reproduction  Bureau.  The 
shops  have  not  been  included  in  this  study.     The  Reproduction  Bureau 
will  be  discussed  in  a  later  section  of  this  report  under  the  heading 
of  "Building  and  Other  Services.  " 

The  buying,   coding  and  general  office  functions  of  the  Department 
are  located  on  the  second  floor  of  City  Hall.     The  space  of  5,  974  square 
feet  is  generally  adequate  for  the  present  staff  of  41  persons.  The 
sample  room  in  the  basement  of  City  Hall  is  2,  036  square  feet  in  size 
and  should  be  larger.     3,  800  square  feet  has  been  allocated  for  a  sample 
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room  in  the  space  requirements  shown  below. 

Staff  increases  are  shown  as  2  persons.     This  is  to  provide  for  a 
specifications  supervisor  and  one  clerk.     The  EDP  systems  being  planned 
for  the  City  and  County  of  San  Francisco  will  include  inventory  control, 
automatic  reorder  procedures,  vendor  and  commodity  numbers,   etc.  , 
and  should  enable  the  Purchasing  Department  staff  to  provide  an 
increased  level  of  service  without  an  increase  in  personnel  over  what 
has  been  mentioned  above. 


THE  PURCHASING  DEPARTMENT 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

2865 

16 

3033 

17 

Other  Ollice 
Space 

1668 

25 

1749 

26 

Community 
Space 

1992 

1992 

Conference 
Room 

261 

261 

s 

a 

m  e 

Sample 
Room 

3800 

3800 

Total 
Space 

8010 

41 

10586 

41 

10835 

43 

Records 

Center  Use 

f  -  The  Director  of  Finance  and  Records 

The  Director  of  Finance  and  Records,  who  reports  to  the  Chief 
Administrative  Officer  of  the  City  and  County  of  San  Francisco,  has 
responsibility  for  the  administration  of  the  following  departments  or 
functions : 

.  County  Clerk 

.  Recorder 

.  Tax  Collector 

.  Registrar  of  Voters 

.  Records  Center 

.  Public  Administrator  and  Guardian 


EBS  MANAGEMENT  CONSULTANTS  INCORPORATED 


.  Sealer  of  Weights  and  Measures 
.  Agricultural  Commissioner 

The  Public  Administrator  and  Guardian  and  the  County  Clerk  are 
discussed  under  the  heading  "The  Courts  and  Ancillary-  Services.  "  The 
Sealer  of  Weights  and  Measures  is  discussed  under  the  following 
section  dealing  with  technical  services.     The  Records  Center  is  not 
in  Civic  Center.     The  Agricultural  Commissioner  is  also  not  a  part 
of  the  study. 

The  Director's  office  is  located  in  the  Hall  of  Records  on  the 
main  floor  of  City  Hall.    His  space  is  generous.     No  increase  in  staff 
is  proposed. 

THE  DIRECTOR  OF  FINANCE  AND  RECORDS 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

210 

1 

Other  Oiiice 
Space 

81 

1 

Community 
Space 

100 

s  a 

m 

e 

Conference 
Room 

Total 
Space 

520 

2 

391 

2 

g  -  The  Recorder 


The  Recorder's  office  is  responsible  for  the  recording  of  all  docu- 
ments such  as  deeds,   conveyances,   mortgages,   etc.  ,   and  maintaining 
proper  copies  of  these  records  and  the  necessary  indices  for  cross 
referencing.     San  Francisco  has  a  combination  County  Clerk-Recorder. 
The  Marriage  License  Bureau,  which  is  a  function  of  the  County  Clerk, 
is  located  in  the  Recorder's  office  for  ease  of  use  by  the  public. 

The  present  space  of  14690  square  feet,  all  in  City  Hall,   is  more 
than  adequate  for  present  functions.     The  Recorder  is  in  the  process  of 
converting  many  of  his  records  to  microfilm  and  as  soon  as  this  program 
is  completed  his  space  requirements  will  decrease  markedly.     The  future 
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use  of  EDP  in  the  Recorder's  office  is  a  part  of  the  property  records 
system,  which  will  assist  greatly  in  determining  the  status  of  particular 
pieces  of  property.    However,  the  copies  of  recordable  documents  must 
still  be  on  file  and  available  to  the  public  and  to  the  title  companies  and 
other  corporate  users  of  this  information.     The  Recorder  operates  a 
copy  service  for  people  who  need  copies  of  the  documents  in  his  files. 

Staff  requirements  for  the  Recorder  are  shown  as  increasing  by  3 
persons  by  1975,  and  remaining  constant  through  the  year  2000.  While 
the  number  of  recordations  has  shown  a  slight  decrease  over  the  years, 
as  has  the  Recorder's  staff,  this  small  increase  seems  warranted  on 
the  basis  of  providing  higher  levels  of  service  and  the  need  for  input  of 
certain  documentary  information  to  the  proposed  property  records 
system  on  EDP. 

THE  RECORDER 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

168 

1 

168 

1 

Other  Oiiice 
Space 

207  3 

28 

2262 

31 

s 

a  m  < 

Community 
Space 

6400 

6400 

Conference 
Room 

Total 
Space 

14690 

29 

8641  ' 

29 

8830 

32 

h  -    The  Registrar  of  Voters 

The  Registrar  of  Voters  occupies  21,  896  square  feet  of  space  in  City 
Hall.     This  space  is  located  as  follows: 

-  Basement  level  7,  206  sq.  ft. 

-  Main  floor  12,  380  "  " 

-  Mezzanine  2,  310  "  " 

21,  896  sq.  ft. 

The  Registrar  is  responsible  for  the  conduct  of  elections  in  the  City 
and  County  of  San  Francisco  and  for  the  filing  of  registrations,  affidavits, 
and  election  results.    He  must  supervise  the  assembly  of  election 
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material  for  mailing  to  election  officials  and  voters.     This  large 
mailing  operation  utilizes  addressograph  labels  and  requires  large 
amounts  of  space  for  manual  assembly,  manual  stuffing,  and  manual 
sorting  into  zip  code  sequence. 

At  the  time  of  elections,  signatures  on  affidavits  must  be  compared 
against  the  signatures  on  the  list  of  qualified  voters  returned  from  each 
election  place.    A  large  room  has  been  set  aside  for  this  purpose. 

The  present  basement  space  of  7,  206  square  feet  (included  under 
'Total  Space')  is  used  for  the  storage  of  the  inspectors'  kits  for  each 
precinct  --  the  so-called  "suitcases.  "    These  are  opened  and  election 
material  placed  inside  for  each  precinct,  and  the  suitcases  are  delivered 
to  the  inspector  for  the  precinct.    After  the  election  the  suitcases  are 
returned  and  stored  away  to  await  the  next  election. 

The  Registrar  conducts  classes  to  teach  the  operation  of  voting 
machines  and  election  procedures. 

The  amount  of  space  presently  allocated  to  the  Registrar  reflects  his 
periodic  need  for  part-time  help  and  his  periodic  high  volume  activities. 
However,   elections  only  occur  once  or  twice  per  year,  with  an  occasional 
special  election. 

The  suitcase  storage  area  should  be  outside  of  Civic  Center.  This 
function  could  perhaps  be  combined  with  the  voting  machine  storage  and 
perhaps  the  Record  Center.     Consideration  should  be  given  to  acquiring 
a  site  to  house  these  functions.    Suitcases  perhaps  should  be  attached  to 
the  voting  machines. 

With  the  advent  of  EDP,  voter  registration  records  will  be  kept  on 
hidden  files.     This  application  will  save  considerable  time  in  the  prepa- 
ration of  mailings  and  in  jury  selection  routines  in  the  Courts  area. 
Consideration  should  also  be  given  to  the  use  of  automatic  stuffing, 
sealing  and  labelling  machines.    Provision  has  been  made  for  a  mail 
room,  which  will  be  discussed  in  the  section  of  this  report  on  building 
and  other  services. 

In  the  space  allocations  for  the  Registrar  listed  below,  we  have 
assumed  that  these  changes  will  occur: 

Suitcase  storage  to  an  area  outside  Civic  Center 
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EDP  voter  registration  files 

Central  mail  function  with  automated  mailing  equipment 
Shared  meeting  room 


THE  REGISTRAR  OF  VOTERS 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

3rivate  Office 
Space 

420 

2 

420 

2 

420 

2 

Other  Oliice 
Space 

1411 

18 

141 1 

18 

1411 

18 

Community 
Space 

5955 

5955 

5955 

Conference 
Room 

Total 
Space 

21896 

18 

14690 

18 

7786 

20 

7786 

20 

7786 

20 

i  -  The  Tax  Collector 

The  Tax  Collector  is  responsible  for  the  collection  of  all  taxes 
levied  in  the  City  and  County  of  San  Francisco  (including  delinquent  taxes). 
He  recently  has  assumed  the  correction  responsibility  for  personal 
property  taxes,  a  task  previously  done  by  the  Assessor.    He  is  also 
responsible  for  the  issuance  of  the  various  licenses  required  by  local 
and  state  laws.     The  Tax  Collector  occupies  the  following  space: 

Basement  level  1,  000  sq.  ft. 

-  Main  floor  12,611    "  " 

-  Mezzanine  960   11  11 

14,  571  sq.  ft. 

This  total  space  is  more  than  adequate  for  the  permanent  staff  of  66 
persons.    However,  under  present  methods,   space  is  at  a  premium  when 
part-time  personnel  are  employed  to  post  payments  to  the  assessment 
rolls.     The  space  is  in  need  of  rearrangement.     Too  much  space  is 
allocated  to  the  public  lobby  and  the  cashiers'  cages  are  old  and  of  a 
size  not  seen  in  modern  offices.     The  basement  space  is  used  by  the 
Parking  Meter  Collection  Division  for  sorting,  counting,  and  bagging  of 
coins  removed  from  the  City  parking  meters.     This  space  is  not  adequate. 

The  effect  of  EDP  on  this  department  will  be  considerable.     With  an 
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assessment  roll  on  a  random  electronic  file,  postings  can  be  made 
directly  to  the  record  from  inquiry  devices  located  at  each  teller's 
station.     Mail  collections  can  be  keypunched  or  scanned  for  input  to 
the  main  files.     Copies  of  tax  bills  can  be  stored  electronically,  thus 
eliminating  the  need  for  the  tax  bill  storage  and  counter  area  on  the  west 
side  of  the  public  lobby.     Name  and  address  information  will  be  kept  as 
a  part  of  the  total  property  records  system,  and  full  use  of  the  mail 
can  be  made  for  the  delivery  of  tax  bills  (and  receipt  of  payments). 

The  staff  will  probably  decrease  by  one  person  in  the  Tax  Bill 
Section  when  the  EDP  system  is  operating,  and  the  need  for  part-time 
help  should  decrease  considerably,  to  almost  zero.     Two  additional 
persons  will  be  required  in  the  Parking  Meter  Collection  Division. 


THE  TAX  COLLECTOR 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

3rivate  Office 
Space 

1138 

7 

1138 

7 

Other  Office 
Space 

47  32 

56 

4352 

57 

Community 
Space 

5517 

3 

3677 

3 

s 

a 

m  e 

Conference 
Room 

Total 
Space 

14571 

66 

11387 

66 

9167 

67 

3  -    Technical  Services 

a  -    The  Department  of  Public  Works 

The  Department  of  Public  Works  is  one  of  the  largest  and  most  complex 
in  the  City  Administration.     Under  the  Director  the  Department  is  orga- 
nized into  5  major  functions: 

-  Bureau  of  Engineering 

-  Bureau  of  Architecture 

-  Bureau  of  Building  Inspection 

-  Assistant  Director  for  Administration 

-  General  Office 
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-  Assistant  Director  for  Administration  (cont'd) 

-  Bureau  of  Accounts  — 

-  Personnel  Administration  — 

-  Central  Permit  Bureau 

3/ 

-  Centrex  and  Telephone  Switchboard  — 

-  Assistant  Director  for  Maintenance  and  Operations 

2  / 

-  Bureau  of  Sewer  Repair  and  Sewage  Treatment  — 

2/ 

-  Bureau  of  Street  Repair  — 

3  / 

-  Bureau  of  Building  Repairs  — 

2/ 

-  Bureau  of  Street  Cleaning  and  Planting  — 

The  Civic  Center  activities  of  the  Department  are  housed  in  four 
buildings  in  the  Civic  Center  area.     This  fragmentation  of  space  imposes 
an  administrative  burden  on  the  Department.     The  nature  of  its  activities 
requires  that  Public  Works  must  be  housed  with  some  geographic 
separation  of  its  space.     However,   a  bringing  together  of  the  func- 
tions covered  in  this  report  would  add  considerably  to  administrative 
convenience  and  office  communication.     The  maintenance  and  operations 
bureaus  are  headquartered  at  2325  Army  Street. 

The  total  space  occupied  by  the  Department  in  Civic  Center  is  as 
follows : 

City  Hall  28,  619  square  feet 

450  McAllister  Street  17,930  square  feet 

460  McAllister  Street  5,  660  square  feet 

45  Hyde  Street  13,966  square  feet 

Total  66,  175  square  feet 


1/    City  Hall  and  Civic  Center  activities  only  are  included  in  this  report. 
2/    Not  included  in  this  survey. 

_3/    Building  Repair,   Janitorial  Services  and  the  telephone  facilities  as 
allotted  to  the  Civic  Center  area,  while  a  part  of  the  Department  of 
Public  Works  is  discussed  under  Building  Services  in  a  later  section 
of  this  report.     Present  space  for  these  functions  is  not  included  here. 
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(1)    The  Bureau  of  Engineering 

This  important  bureau  of  the  Department  of  Public  Works  is  respon- 
sible for  the  design,  job  costing,   system  planning,   surveying  and 
inspection  of  capital  improvement  projects  for  the  City  and  County  of 
San  Francisco.     The  Bureau  is  broken  down  into  the  functional  groups 
shown: 

(a)  Administration 

(b)  Streets  and  Highways 

(c)  Recreation  and  Parks 

(d)  Design 

(e)  Surveys  and  Mapping 

(f)  Construction  and  Contract  Administration 

(g)  Traffic  Engineering 

The  Bureau  occupies  space  in  three  major  areas.    In  City  Hall  the 
administrative  and  design  engineering  area  on  the  third  floor  occupies 
13,  680  square  feet;    the  Recreation  and  Parks  Division  occupies  1,  500 
square  feet  on  the  second  floor;    the  testing  laboratory  and  storage  space 
occupies  4,  900  square  feet  in  the  basement,  for  a  total  City  Hall  space 
of  20,  080  square  feet.    In  addition  to  this  space,  the  Bureau  has  9,  230 
square  feet  in  the  45  Hyde  Street  Building  and  5,  560  square  feet  in  the 
460  McAllister  Street  Building.     This  latter  space  includes  basement 
area  of  approximately  2,  400  square  feet  which  is  unsuitable  for  the 
use  of  the  Traffic  Engineering  Division  which  occupies  this  building. 
Therefore  the  total  net  usable  area  for  the  Bureau  of  Engineering 
approximates  32,  470  square  feet.    Included  in  this  space  is  4,  300  square 
feet  allocated  to  the  testing  laboratory.    As  we  have  recommended  that 
this  function  be  located  outside  of  Civic  Center  we  have  not  included  the 
laboratory  in  this  study.    Present  space  covered  by  the  study  is,  there- 
fore, 28,  170  square  feet  for  the  Bureau. 

The  space  in  City  Hall  in  general  is  somewhat  crowded.  However, 
the  space  suffers  from  poor  arrangement,  fragmentation  into  many  rooms, 
inability  to  utilize  the  wide  corridor  areas,  and  the  lack  of  established 
standards  for  the  use  of  and  size  of  private  offices. 

The  present  layout  of  City  Hall  does  not  allow  the  individual 
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departments  to  utilize  the  public  corridor  area  except  in  a  few 
instances.     The  Bureau  of  Engineering  uses  some  of  this  space 
as  access  to  public  counters  in  its  entrance  area  to  the  third  floor 
location.     In  the  areas  beyond  this  public  space  the  corridors  are 
not  utilized  and  represent  wasted  space.     The  corridors  in  this  part 
of  the  building  do  not  continue  around  to  the  other  side  of  the  third 
floor  and  could  be  utilized  for  office  space  if  the  partitions  and 
corridor  walls  were  to  be  rearranged. 

The  Traffic  Engineering  Division  space  in  the  Civic  Center  area  is 
in  the  45  Hyde  Street  Building.    Here  the  space  is  well  utilized.  The 
building  itself  is  a  temporary  structure  and  will  soon  need  to  be 
replaced. 

Staffing  in  the  Bureau  has  fluctuated  widely  over  the  years.  This 
variation  in  the  manning  levels  is  the  result  of  differing  needs  from  year 
to  year.     The  present  staff  of  247  people  (of  whom  30  represent 
construction  engineering  and  inspection  and  survey  personnel  who 
do  not  require  space  in  Civic  Center)  has  been  projected  to  a  total  of 
350  persons  by  the  year  Z000.     These  projections  have  been  based  upon 
probable  work  loads  which  have  developed  out  of  discussions  with 
Bureau  personnel.     Present  space  breakdowns  by  division  are  not 
available. 

(a)    The  Administrative  and  Clerical  Division  of  the  Bureau 
of  Engineering  occupies  space  on  the  third  floor  of  City 
Hall.     This  group  of  Z0  persons  includes  the  City 
Engineer  and  his  assistant;  an  engineering  staff,  the  IBM- 
dataphone  equipment  for  use  with  a  remote  computer  in  the 
processing  of  engineering  formulae,  and  the  clerical  staff 
including  a  small  stenographic  pool.    Staff  increases  to  1975 
show  the  addition  of  a  programmer,  two  keypunch  operators 
and  two  clerk  typists  to  the  division.    An  additional  three  clerical 
personnel  are  added  to  the  year  Z000.     The  space  and  personnel 
requirements  are  shown  in  the  following  table. 
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THE  ADMINISTRATIVE  AND  CLERICAL  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

420 

2 

420 

2 

420 

2 

420 

2 

Other  Oiiice 
Space 

1198 

18 

1445 

22 

1580 

24 

1634 

25 

Community 
Space 

707 

707 

707 

707 

Conference 
Room 

261 

261 

261 

261 

Total 
Space 

20 

2586 

20 

2833 

24 

2968 

26 

3022 

27 

(b)    The  Street  and  Highways  Division  of  the  Bureau  currently 
has  a  staff  of  39.    Increases  in  the  staff  to  the  year  2000 
will  be  the  result  of  probable  needs  in  the  areas  of  highway 
design,   street  reconstruction,  and  as  a  result  of  the  gas 
tax  program  (section  186)  which  has  caused  an  increase  in 
engineering  work.     Decreases  in  staff  will  occur  in  the 
sections  responsible  for  street  improvements,  as  the  mileage 
of  unimproved  streets  decreases.     The  enforcement  and 
inspection  activities  of  the  division  should  remain  constant 
as  no  new  programs  are  contemplated  in  this  area. 

THE  STREET  AND  HIGHWAYS  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

576 

4 

576 

4 

576 

4 

576 

4 

Other  Oiiice 
Space 

2410 

35 

3091 

44 

3253 

46 

3496 

49 

Community 
Space 

590 

640 

700 

750 

Conference 
Room 

Total 
Space 

39 

3576 

39 

4307 

48 

4529 

50 

4822 

53 
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(c)     The  Recreation  and  Parks  Engineering  group  is  located  on 
the  second  floor  of  City  Hall  to  the  south  of  the  general 
office  of  the  Department  of  Public  Works.     The  present 
staff  of  the  group  is  15  persons  which  is  considered  to 
be  adequate  for  the  future  as  no  major  new  programs 
are  contemplated.     The  present  space  is  somewhat  crowded. 

THE  RECREATION  AND  PARKS  ENGINEERING  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

144 

1 

Other  Otiice 
Space 

1059 

14 

Community 
Space 

415 

S 

a 

m 

e 

Conference 
Room 

Total 
Space 

15 

1618 

15 

(d)     The  Design  Division  staff  presently  numbers  98  persons  of 

whom  75  are  directly  concerned  with  design  activities  and  23 
are  administrative  and  clerical  personnel  responsible  for 
division  administration,   operations  research,  planning  and 
control,   estimating,   contract  work  and  standards.  The 
Division  files  are'also  under  the  administrative  group. 

(i)     Administration  is  projected  to  increase  to  28  employees 
by  the  year  2000.     This  reflects  an  increase  in  the 
activities  of  the  graphics  area  and  in  the  use  of  micro- 
filming.    The  group  is  actively  pursuing  a  plan  to  place 
many  of  its  files  on  microfilm  aperture  cards  which  will 
allow  for  benefits  in  retrieval  as  well  as  savings  in  space 
required  to  store  records.     Space  and  personnel  requirements 
for  the  administrative  group  are  as  follows: 
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ADMINISTRATIVE  GROUP 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ftj 

Pers. 

Private  Office 
Space 

594 

4 

594 

4 

762 

5 

762 

5 

Other  Oltice 
Space 

1348 

19 

148  3 

21 

1564 

22 

1645 

23 

Community 
Space 

2346 

1451 

1451 

1451 

Conference 
Room 

540 

540 

540 

540 

Total 
Space 

23 

4828 

23 

4068 

25 

4317 

27 

4398 

28 

(ii)       The  Design  engineering  function  shows  personnel 
increases  in  the  following  areas: 


-  Sewer  Design 

-  Electrical  Design 

-  Sanitary  Design 

-  Fire  Protection  Facilities 

-  Mechanical  Design 

-  Structural  Design 

These  increases  reflect  present  capital  improvements 
planning. 

DESIGN  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

720 

5 

864 

6 

1032 

7 

1032 

7 

Other  Otiice 
Space 

5104 

70 

7357 

99 

7762 

104 

8167 

109 

Community 
Space 

850 

905 

950 

1000 

Conference 
Room 

Total 
Space 

75 

6674 

75 

9126 

105 

9744 

111 

10199 

116 
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(e)      The  Surveys  and  Mapping  group  has  a  present  staff  of  23 
which  is  adequate  for  anticipated  future  needs.     Of  the  12 
surveyors  included  in  the  staff  only  three  need  office  space  at 
any  one  time,  therefore  space  has  been  allocated  for  a  staff 
of  14.     This  space  includes  equipment  storage  for  survey  ' 
gear,   a  ready  room  for  surveyors  and  engineers  and  file 
space  for  survey  data  and  legal  records. 

THE  SURVEYS  AND  MAPPING  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

144 

1 

Other  Ollice 
Space 

856 

13 

Community 
Space 

1125 

Conference 
Room 

S 

a 

m 

e 

Total 
Space 

14 

2125 

14 

(f)     Construction  and  Contract  Administration  has  a  staff  of  29 

persons  of  whom  26  are  construction  engineers  and  inspectors 
whose  primary  activities  are  in  the  field.     Office  space  is  needed 
for  only  five  of  these  men  at  any  one  time.    Needs  for  the  future 
indicate  an  increase  in  outside  activity  requiring  an  additional 
19  inspectors,  three  of  whom  will  need  office  space  at  any  one 
time. 
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CONSTRUCTION  AND  CONTRACT  ADMINISTRATION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

288 

2 

288 

2 

288 

2 

288 

2 

uiner  umce 
Space 

459 

6 

702 

9 

765 

10 

846 

12 

Community 
Space 

200 

200 

220 

250 

Conference 
Room 

Total 
Space 

8 

947 

8 

1190 

11 

1273 

12 

1384 

14 

(g)      The  Traffic  Engineering  Division  is  presently  occupying 
the  structure  at  460  McAllister  Street.     The  space  is 
more  than  adequate  for  its  needs.     No  major  new  programs 
are  contemplated  and  the  staff  of  23  is  therefore  expected  to 
remain  constant  through  the  year  2000. 


THE  TRAFFIC  ENGINEERING  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft, 

Pers. 

■Private  Office 
Space 

144 

1 

Other  Oitice 
Space 

1525 

22 

Community 
Space 

653 

Conference 
Room 

S 

a 

m 

e 

Total 
Space 

23 

2322 

23 

For  the  Bureau  of  Engineering  as  a  whole  the  space  and  personnel 
requirements  are  as  follows: 
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THE  BUREAU  OF  ENGINEERING 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

3030 

20 

3174 

21 

37  20 


23 


37  20 

23 

Other  Oiiice 
Space 

13959 

197 

17518 

244 

18364 

255 

19228 

267 

Community 
Space 

6886 

6096 

6221 

6351 

Conference 
Room 

801 

801 

801 

801 

Total 
Space 

28170 

217 

24676 

217 

27589" 

265 

29106* 

278 

30100 

290 

Total 

Personnel 

**30 
247 

**30 
247 

**52 
317 

**56 
334 

**59 
349 

*    Does  not  include  Testing  Laboratory  in  City  Hall  basement.  This 
function  should  be  located  outside  of  Civic  Center. 


CE  and  Inspection  and  Survey  Personnel  do  not  need  space  in  Civic 
Center. 

(2)     Bureau  of  Architecture 

The  Bureau  of  Architecture  is  responsible  for  the  preparation  of 
plans,  specifications  and  estimates  and  for  the  supervision  of  construction 
for  new  City  and  County  buildings  and  for  remodelling  of  existing 
buildings. 

The  Bureau  is  organized  with  three  divisions: 

The  Administration  Division  which  handles  work 
orders,  personnel,  plan  files  and  fiscal  details 
and  which  assembles  the  various  documents  needed 
in  the  bid  procedure. 

The  Plans  and  Specifications  Division  which  is 
responsible  for  the  preparation  of  architectural 
documents  and  plans. 

The  Construction  Division  which  supervises  the 
work  under  construction  and  inspects  the  work  at 
appropriate  times  during  construction. 
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The  Bureau's  present  staff  of  69  is  housed  in  two  locations  in 
the  Civic  Center  area.     The  main  drafting  and  design  facilities  are 
in  the  Hyde  Street  Building.     The  central  office  is  in  City  Hall.  The 
present  space  of  9,  600  square  feet  is  well  laid  out  and  well  utilized. 
Centralization  of  the  offices  in  one  location  and  rearrangement  of  the 
space  would  result  in  space  savings.     On  this  basis  present  requirements 
are  9,  47  3  square  feet. 

Staff  increases  have  been  estimated  to  be  a  maximum  of  1 1  per- 
sons.    This  increase  assumes  that  outside  architects  will  continue  to 
be  used  as  at  present  and  reflects  a  general  increase  in  departmental 
work  load  to  the  year  2000. 


BUREAU  OF  ARCHITECTURE 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft, 

Pers. 

■Private  Office 
Space 

2036 

15 

2036 

15 

Other  Otiice 
Space 

3576 

54 

4467 

65 

Community 
Space 

3600 

3800 

S 

a 

m  e 

Conference 
Room 

261 

261 

Total 
Space 

9600 

69 

9473 

69 

10564 

80 

Basement 
Storage 

500 

500 

(3)    The  Bureau  of  Building  Inspection 

The  Bureau  of  Building  Inspection  is  located  in  11,  700  square  feet 
of  space  in  the  building  at  450  McAllister  Street.     The  space  occupied 
is  somewhat  cramped  for  the  present  staff  of  123.    (Of  this  figure,  6 
persons  are  not  yet  working  -  they  represent  the  headquarters  staff 
for  the  FACE  program).     However,  the  16  staff  members  transferred 
from  the  Department  of  Public  Health  as  a  part  of  the  Housing  Inspection 
activities  of  the  Bureau  are  included  in  this  personnel  figure. 

The   building  at  450  McAllister  Street  is  in  need  of  remodelling. 
The  elevators  are  old  and  unreliable  and  the  arrangement  of  work 
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places  within  the  Bureau  is  poor. 

The  Bureau  is  organized  into  the  following  divisions  or 
functions : 

-  Administration 

-  FACE  (Federally  Assisted  Code  Enforcement) 

-  The  Public  Counter  and  Boiler,   Planning  and  Fire  Inspection 

-  Inspection  Division 

-  Plan  Checking 

-  Plumbing  Inspection 

-  Electrical  Inspection 

-  Urban  Renewal 

-  Housing  Inspection 

-  3  R  Division 

Personnel  projections  have  been  based  upon  an  assumed  approximate 
3  percent  per  year  increase  through  1975  and  1  percent  per  year  to  the  year 
2000.     It  is  extremely  difficult  to  anticipate  personnel  needs  in  this  area 
because  of  the  importance  to  the  Bureau  of  State  and  federally  financed 
programs  and  changes  in  the  laws  affecting  inspection  activities.  These 
increases  seem  modest  when  one  sees  the  tremendous  increases  in  urban 
renewal  or  area  redevelopment  activities  which  have  occurred  in  recent 
years.     Solving  the  problems  of  the  central  city  undoubtedly  will  require  an 
increase  in  inspection  and  allied  activities  for  some  time  to  come.  There- 
fore,  our  staff  projections  for  this  Bureau  show  an  increase  from  the 
present  123  to  206  over  the  period  to  the  year  2000.     Of  this  figure  25 
persons  represent  the  staff  assumed  for  the  FACE  program.  Present 
space  breakdowns  by  division  are  not  available. 

(a)    Administration  comprises  the  Superintendent  of  Building 
Inspection,   the  Assistant  Superintendent  and  clerical  help. 
An  additional  assistant  superintendent  and  a  secretary  may 
be  added  to  the  staff  in  the  near  future.     By  1975  an 
additional  clerk  will  be  needed  in  the  division.     Staff  needs 
will  then  remain  constant  at  seven  persons  through  the  year 
2000. 
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ADMINISTRATION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

630 

3 

630 

3 

630 

3 

630 

3 

Other  Oitice 
Space 

Z07 

3 

288 

4 

288 

4 

288 

4 

Community 
Space 

300 

350 

375 

400 

Conference 
Room 

255 

255 

255 

255 

Total 
Space 

6 

1392 

6 

1523 

7 

1548 

7 

1573 

7 

(b)    The  FACE  Program  -  Federally  Assisted  Code  Enforce- 
ment -  is  just  emerging  as  an  addition  to  the  present 
activities  of  the  Bureau  of  Building  Inspection.     Most  of 
the  program's  work  will  be  in  the  specific  areas  of  the 
City  which  require  attention;  however,   provision  has 
been  made  for  a  small  headquarters  staff  of  six  persons 
to  administer  the  program.     Stores  will  be  rented  as 
required  to  provide  space  for  the  activities  of  the  19 
field  pers  )nnel. 
FEDERALLY  ASSISTED  CODE  ENFORCEMENT 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

378 

2- 

Other  Office 
Space 

279 

4 

Community 
Space 

160 

S 

a  rr 

e 

Conference 
Room 

Total 
Space 

6 

817 

6* 

*  plus  19  field  employees 
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The  Public  Counter,   and  Boiler,   Planning  and  Fire 
Inspection  activities  are  presently  staffed  by  10 
persons . 


THE  PUBLIC  COUNTER,  AND  BOILER 
PLANNING  AND  FIRE  INSPECTION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers . 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

'rivate  Office 
Space 

)ther  Office 
Space 

48  3 

10 

588 

12 

67  2 

14 

777 

16 

Community 
Space 

754 

800 

846 

900 

Conference 
Room 

^otal 
Space 

10 

1237 

10 

1388 

12 

1518 

14 

1677 

16 

Space  and  personnel  projections  for  the  remaining  7  divisions  of 
the  Bureau  are  shown  in  the  following  tables. 

(d)     Inspection  Division 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

rivate  Office 
Space 

288 

2 

288 

2 

288 

2 

288 

2 

)ther  Office 
Space 

756 

18 

966 

25 

1030 

27 

1176 

30 

Community 
Space 

680 

720 

736 

760 

Conference 
Room 

"otal 
Space 

20 

1724 

20 

1974 

27 

2054 

29 

2224 

32 
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(e)  Plan  Checking 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


A  ctual 

1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

378 

2 

37  8 

2 

378 

2 

378 

2 

Other  Oliice 
Space 

972 

12 

1296 

16 

1458 

20 

1620 

22 

Community 
Space 

772 

822 

872 

922 

Conference 
Room 

Total 
Space 

14 

2122 

14 

2496 

18 

2708 

22 

2920 

24 

(f)    Plumbing  Inspection 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 

Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft 

Pers. 

Private  Office 
Space 

144 

1 

144 

1 

144 

1 

144 

1 

Other  Oiiice 
Space 

336 

9 

454 

12 

558 

14 

657 

16 

Community 
Space 

706 

766 

791 

822 

Conference 
Room 

Total 
Space 

10 

1186 

10 

1364 

13 

149  3 

15 

1623 

17 

I 
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(g)   Electrical  Inspection 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000  ■ 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

144 

1 

144 

1 

144 

1 

144 

1 

Other  Oitice 
Space 

1530 

20 

1910 

26 

2214 

29 

2368 

31 

Community 
Space 

624 

674 

696 

726 

Conference 
Room 

Total 
Space 

21 

2298 

21 

27  28 

27 

3054 

30 

3238 

32 

(h)    Urban  Renewal 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 

Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

Private  Office 
Space 

354 

2 

344 

2 

354 

2 

354 

2 

Other  Office 
Space 

588 

14 

766 

18 

840 

20 

924 

22 

Community 
Space 

640 

680 

696 

720 

Conference 
Room 

Total 
Space 

16 

1582 

16 

1780 

20 

1890 

22 

1998 

24 

1 
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(i)    Housing  Inspection 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

144 

1 

144 

1 

144 

1 

144 

1 

Other  Uiiice 

Space 
 ±  

702 

15 

909 

19 

1017 

21 

1 125 

23 

Community 
Space 

828 

940 

988 

1054 

Conference 
Room 

Total 
Space 

16 

1674 

16 

1993 

20 

2149 

22 

2323 

24 

(j)  3R  Division 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

Other  Oitice 
Space 

225 

4 

306 

4 

306 

5 

306 

5 

Community 
Space 

278 

318 

318 

318 

Conference 
Room 

Total 
Space 

4 

503 

4 

624 

4 

624 

5 

624 

5 

The  effect  of  EDP  upon  the  activities  of  the  Bureau  of  Building 
Inspection  should  enable  its  personnel  to  function  more  efficiently  in 
such  areas  as: 

-  Control  work  -  how  often  should  inspections  be  made  ? 

-  Scheduling  of  inspections. 

-  Availability  of  information  from  the  property  system 
files  through  use  of  computer  inquiry  devices.  This 
will  obviate  the  necessity  for  many  trips  now  made  to 
gather  information  from  zoning,  assessors,  tax  collectors, 
etc. 

i 
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Therefore  as  the  work  and  scope  of  work  of  the  Bureau  increases 
many  clerical  tasks  currently  performed  on  a  manual  basis  will  be  done 
by  the  computer  thus  allowing  for  increases  in  the  level  of  service. 


BUREAU  OF  BUILDING  INSPECTION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

rivate  Office 
Space 

2460 

14 

2460 

14 

2460 

14 

2460 

14 

)ther  Ullice 
Space 

6078 

109 

7752 

140 

8662 

158 

9520 

173 

)ommunity 
Space 

5742 

6230 

6478 

6782 

)onf  erence 
Room 

255 

255 

255 

255 

'otal 
Space 

11700 

123 

14535 

123 

16697 

154 

17855 

172 

19017 

187 

'ACE  Field 
Men 

19 

19 

19 

19 

otal  Pers. 

142 

173 

191 

206 

(4)-    Assistant  Director  for  Administration 


(a)    General  office  functions  include  the  office  of  the  Director 
of  the  Department  of  Public  Works,   and  his  Assistant  - 
Administration,   an  administrative  engineer  and  clerical 
help.     Space  has  been  provided  for  a  small  office  for 
the  Assistant  Director  of  Maintenance  and  Operations 
whose  main  base  of  operations  is  at  the  Army  Street 
location.     However  he  needs  office  space  at  City  Hall. 
Included  in  the  space  allocations  under  this  function 
is  a  large  public  meeting  room  for  the  primary  use  of 
the  Department  of  Public  Works.     This  room  can  be  shared 
with  other  users. 


i 
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GENERAL  OFFICE 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

639 

3 

807 

4 

Other  Ollice 
Space 

231 

4 

231 

4 

Community 
Space 

561 

561 

Conference 
Room 

261 

261 

S   a  i 

a  e 

Public 

Meeting  Rq,.qx, 

1066 

1066 

Total 

Space 

1900 

7 

2758 

7 

2926 

8 

(b)    The  Bureau  of  Accounts  has  a  staff  of  10  persons  in  Civic  Center. 
A  large  staff  functions  at  the  Army  Street  location.    The  Civic 
Center  staff  has  very  adequate  quarters  on  the  5th  floor  of  the 
450  McAllister  Street  Building.    The  advent  of  EDP  will  free  up 
time  for  the  staff  which  is  presently  spent  on  manual  work  and 
will  make  available  more  information  in  a  more  timely  manner. 
The  group  is  shown  as  adequate  through  the  year  2000  and  it 
should  be  capable  of  performing  more  duties  of  a  staff  nature  as 
EDP  relieves  it  of  some  of  its  present  duties. 


THE  BUREAU  OF  ACCOUNTS 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

210 

1 

Other  Oiiice 

Space 

537 

9 

Community 
Space 

388 

S  a 

m  < 

Conference 
Room 

Total 
_  Space 

10 

1135 

10 
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(c)      The  Personnel  Division  is  located  on  the  second  floor 
of  City  Hall  and  has  a  present  staff  of  14.     The  same 
general  comments  made  in  a  preceding  section  dealing 
with  payroll  in  the  Comptroller's  area  apply  here.  With 
a  large  data  bank  of  payroll  and  personnel  information 
available  through  EDP  this  staff  should  be  capable  of 
reduction  to  approximately  six  persons. 

THE  PERSONNEL  DIVISION 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

>rivate  Office 
Space 

336 

2 

336 

2 

3ther  Office 
Space 

735 

12 

288 

4 

Community 
Space 

653 

100 

S  a 

m 

e 

Conference 
Room 

rotal 
Space 

14 

1724 

14 

724 

6 

(d)      The  Central  Permit  Bureau  is  located  in  the  450  McAllister 
Street  Building  on  the  first  floor  adjacent  to  Building 
Inspection.     Basement  storage  space  is  also  used.  The 
present  space  is  adequate,  although  rearrangement  of 
the  space  is  necessary  for  optimum  utilization.  The 
present  staff  of  12  persons  is  considered  adequate  through 
the  year  2000. 

The  plans  files  in  the  basement  are  being  considered  for 
possible  microfilming.     While  the  space  thus  occupied 
(approximately  2,  200  square  feet)  is  not  large,  there  is 
a  protection  problem  with  these  records.     Many  of  the 
plans  date  back  to  1906  and  are  the  only  records  available 
relating  to  the  property.    If  these  records  and  current 
additions  to  the  plans  file  are  microfilmed  the  need  for 
much  of  this  space  can  be  eliminated.    Similarly,  receipts 
for  permits  issued  for  many  years  are  stored  in 
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approximately  500  square  feet  of  basement  space.  These 
receipts  are  duplicated  in  the  applications  files  on  the 
first  floor  and  should  be  destroyed. 

If  the  applications  file  is  put  on  microfilm  approx- 
imately 600  square  feet  of  space  will  be  saved. 

Because  the  amount  of  space  involved  is  not  large  and 
microfilming  has  not  yet  been  approved,  we  have  included 
filing  space  for  these  records.    However,  approximately 
3,  300  feet  of  space  can  be  saved  if  microfilming  of  these 
records  is  adopted. 

THE  CENTRAL  PERMIT  BUREAU 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

3rivate  Office 
Space 

210 

1 

338 

2 

338 

2 

338 

2 

Other  Ollice 
Space 

618 

11 

537 

10 

5  37 

10 

537 

10 

Community 
Space 

1567 

1712 

1900 

2140 

Conference 
Room 

Total 
Space 

2400 

12 

2395 

12 

2587 

12 

2775 

12 

3015 

12 

Basement 
Storage 

2700  i 

2200 

2533 

2866 

3366 

Records 

Center  Use 

b  -   Safety  Office 

The  Safety  Office  personnel  are  permanent  consultants  to  the 
City.     They  are  part  of  the  San  Francisco  Chapter  of  the  National 
Safety  Council.     The  policy  making  body  is  the  Central  Safety  Committee 
with  the  Chief  Administrative  Officer  as  Chairman.     There  is  a  staff  of 
four  employees.     The  function  of  the  Safety  Office  is  to  coordinate  with 
all  City  departments  in  accident  prevention  programs. 

The  Safety  Office  currently  occupies  225  square  feet  on  the  third 
floor  of  450  McAllister  Street  adjacent  to  the  Retirement  Department. 
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As  in  private  industry,   it  is  expected  that  the  safety  program  of 
the  City  and  County  of  San  Francisco  will  expand.     The  office  has  a  need 
for  a  large  meeting  room  and  conference  facilities.    As  this  need  is  not 
frequent  the  office  can  share  these  rooms  with  other  users. 

THE  SAFETY  OFFICE 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

168 

1 

168 

1 

168 

1 

168 

1 

T5tFer  Oiiice 
Space 

208 

3 

271 

4 

334 

5 

397 

6 

Community 
Space 

100 

100 

100 

100 

Conference 
Room 

Total 
Space 

225 

4 

47  6 

4 

5  39 

5 

602 

6 

665 

7 

c  -    Parking  Authority 


The  Parking  Authority  has  five  members  appointed  by  the  Mayor 
and  confirmed  by  the  Board  of  Supervisors.     There  is  a  four  employee 
staff  headed  by  a  Director.     The  function  of  the  Authority  is  to  provide 
additional  off-street  parking  for  the  City  as  the  need  arises.  The 
Authority  advises  the  Board  of  Supervisors  on  the  selection  of  sites 
and  design  of  projects.    For  downtown  parking  garages,  non-profit 
corporations  are  set  up  to  issue  their  own  revenue  bonds.  Neighborhood 
parking  projects  are  financed  through  parking  meter  revenues.  The 
revenue  received  for  this  purpose  is  the  excess  over  the  first  $900,  000, 
amounting  to  about  $50,  000  annually. 

The  Parking  Authority  is  located  on  the  sixth  floor  of  450  Mc- 
Allister and  it  occupies  1,  200  square  feet  of  space.     There  is  an  adjoining 
conference  room  of  420  square  feet  also  used  by  other  departments  in 
the  building.     The  present  space  is  generous.     Public  meetings  are  held 
by  the  Parking  Authority  every  two  to  three  weeks  with  attendance  of 
50  to  75  people.     These  meetings  can  be  held  in  shared  facilities. 

It  is  anticipated  that  the  staff  of  the  authority  will  grow  to  10 
persons  by  the  year  2000  as  more  parking  facilities  are  added  throughout 
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the  City  and  County. 


THE  PARKING  AUTHORITY 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

348 

2 

492 

3 

49  2 

3 

492 

3 

Other  Office 
Space 

144 

2 

207 

3 

333 

5 

459 

7 

Community 
Space 

225 

225 

225 

225 

Conference 
Room 

(900 
snared 

) 

(900 
sharec 

) 

(900 
sharec 

) 

(900 
sharec 

) 

Total 
Space 

1200 

4 

717 

4 

924 

6 

1050 

8 

1 176 

10 

d  -    City  Planning  Department 

The  60  employee  City  Planning  staff  serves  under  the  policy  guid- 
ance of  the  seven  member  City  Planning  Commission.    Five  members 
are  appointed  by  the  Mayor  and  two  members  are  ex-officio,  the  Chief 
Administrative  Officer  and  the  Manager  of  Utilities.     The  City 
Planning  Director  appointed  by  the  Commission  is  responsible  for  the 
overall  administration  of  the  program.     There  is  an  Assistant  Director 
of  Planning  and  two  divisions,  Planning  and  Zoning.     The  Chief  Planner 
exercises  immediate  supervision  over  the  Planning  Division  whose  function 
is  the  preparation  and  maintenance  of  the  Master  Plan.     The  Zoning 
Administrator  supervises  the  Zoning  Division  which  is  concerned  with 
the  administration  of  the  City  Planning  Code. 

The  City  Planning  Department  occupies  6,  254  square  feet  of 
working  floor  area  at  100  Larkin  Street  and  3,  624  square  feet  of  working 
floor  area  at  1212  Market  Street.     This  space  is  more  than  adequate  for 
present  levels  of  activity. 

As  city  planning  is  a  relatively  new  program  for  city  government 
it  has  shown  a  substantial  increase  in  personnel  over  the  years. 
Manning  levels  will  continue  to  rise  with  the  staff  almost  doubling  by 
the  year  2000.     This  large  increase  will  be  due  primarily  to  an 
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increased  scope  of  activity  and  responsibility  as  the  Department 
moves  into  areas  of  social  and  economic  planning. 

THE  CITY  PLANNING  DEPARTMENT 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  FtJ 

Pers. 

Private  Office 
Space 

2112 

13 

2400 

15 

2832 

18 

3264 

21 

Other  Office 
Space 

3177 

47 

4392 

66 

5135 

84 

5345 

95 

Community 
Space 

2327 

2704 

3160 

37  10 

Conference 
Room 

288 

288 

288 

288 

Meeting 
Room 

(700 
sharec 

) 

(700 
sharec 

) 

(700 
sharec 

) 

(700 
sharec 

) 

Total 

Space 

9878 

60 

7904 

60 

9784 

81 

11415 

102 

12607 

116 

Basement 
Storage 

No 

No 

No 

No 

No 

Records 

Center  Use 

Yes 

Yes 

Yes 

Yes 

Yes 

e  -    Redevelopment  Agency 
The  Redevelopment  Agency  is  financed  two -thirds  by  Federal  funds 
and  one -third  through  municipal  funds.     Its  function  is  the  renewal  of 
neighborhoods  which  have  deteriorated.     The  policy-making  agency  is 
composed  of  five  members  appointed  by  the  Mayor  and  confirmed  by  the 
Board  of  Supervisors.    The  agency  staff  is  headed  by  an  Executive 
Director  responsible  for  overall  administration  of  the  program.  Under 
him  are  a  Deputy  Executive  Director,  General  Counsel,  Administrative 
Services  Office,  eight  Chiefs  of  various  divisions  and  project  managers. 
There  are  70  persons  in  the  central  office. 

The  central  office  is  located  in  the  State  Building  at  525  Golden 
Gate  Avenue.     The  agency  occupies  15,102  square  feet  which  covers 
present  personnel  and  space  needs  generously. 

The  personnel  needs  of  the  agency  are  expected  to  remain  constant. 
Increases  in  redevelopment  activity  will  probably  result  in  larger  staffs 
in  the  field  offices. 
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THE  REDEVELOPMENT  AGENCY 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

oq .  £  I. 

3  o  t  a 

.era, 

jC|.  r  l. 

Ot|  .XL. 

t    C  X  9  • 

?ct  Ft 

Dor  q 

Sa  Ft 

P  PTfi 

3rivate  Office 
Space 

401 1 

24 

4011 

24 

4011 

24 

4011 

24 

Other  Office 
Space 

3055 

46 

3055 

46 

3055 

46 

3055 

46 

Community 
Space 

1027 

1027 

1027 

1027 

Conference 
Room 

27  3 
*762 

27  3 
*762 

27  3 
*762 

27  3 
*762 

Total 
Space 

15000 

70 

8366 

70 

8366 

70 

8366 

70 

8366 

70 

Basement 
Storage 

No 

2050 

2050 

2050 

2050 

Records 

Center  Use 

No 

No 

No 

No 

No 

*  Shared. 


f  -    Relocation  Agency 

In  the  near  future  a  Relocation  Agency  is  to  be  set  up  to  aid 
persons  displaced  by  public  action  to  find  suitable  new  accommodations. 
This  service  will  either  become  part  of  the  Redevelopment  Agency  or 
will  be  set  up  as  a  separate  department. 

There  is  to  be  a  main  office  located  within  the  Civic  Center  and 
two  site  offices.     The  following  main  office  personnel  projections  were 
made  by  the  Mayor's  Office  on  December  12,  1966. 
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THE  RELOCATION  AGENCY 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Pers . 

rivate  Office 

972 

6 

)ther  Oiiice 
Space 

320 

4 

Community 
Space 

30  5 

Conference 
Room 

S 

a 

m 

e 

otal 
Space 

10 

1597 

10 

g  -    The  Sealer  of  Weights  and  Measures 

This  office  is  located  in  the  south  basement  of  City  Hall.  Present 
space  is  entirely  adequate.     EBSMC  recommends  that  office  space  for  the 
sealer  and  his  staff  be  found  outside  of  Civic  Center. 

THE  SEALER  OF  WEIGHTS  AND  MEASURES 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

rivate  Office 
Space 

376 

2 

>ther  Office 
Space 

387 

7 

Community 
Space 

215 

Conference 
Room 

S 

a 

m 

e 

otal 
Space 

978 

9 

978 

9 

Storage  space  for  a  heavy  duty  truck  and  a  50  gallon  proving  tank 
is  already  provided  at  the  Purchasing  Department  shops, 
h  -    Real  Estate 
The  Real  Estate  Department  is  under  the  Chief  Administrative 
Officer.     The  central  staff  of  23  (excluding  the  auditorium  staff)  is 
headed  by  the  Director  of  Property.  There  is  an  Assistant  Director 
of  Property  and  three  divisions  -  the  right  of  way,   rental  property 
and  convention  facilities    (located  in  the  Civic  Auditorium  and  actually 
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an  operating  division  not  included  in  the  general  real  estate  staff 
c  ount). 

The  functions  of  the  Real  Estate  Department  include  land 
acquisition,   sales  and  exchange  of  City  property,  leasing  property, 
appraisal  of  property,   and  management  of  city-owned  properties. 

The  Real  Estate  Department  is  located  in  3,500  square  feet  of  space 
on  the  sixth  floor  of  450  McAllister  and  500  square  feet  of  storage  area 
in  the  basement.     The  Department  is  well  laid  out  and  spacious.  Re- 
cords up  to  three  years  old  are  kept  within  the  Department.  Records 
from  1932  are  stored  in  about  500  square  feet  in  the  basement. 

Staff  for  present  functions  will  remain  constant  through  the  year 
2000.     However,  an  additional  four  persons  will  be  added  in  the  near 
future  as  a  part  of  the  FACE  program. 

THE  REAL  ESTATE  DEPARTMENT 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

902 

6 

902 

6 

902 

6 

902 

6 

Other  Ollice 
Space 

1251 

21 

1251 

21 

1251 

21 

1251 

21 

Community 
Space 

329 

329 

329 

329 

Conference 
Room 

144 
*800 

144 
*800 

144 
*800 

144 
*800 

Total 
Space 

3500 

23 

2626 

27 

2626 

27 

2626 

27 

2626 

27 

Basement 
Storage 

500 

500 

500 

500 

500 

*  shared 

i  -    Transit  Task  Force 


The  Transit  Task  Force  is  a  group  organized  under  the  direction 
of  a  Project  Manager  to  coordinate  with  BART  and  other  transit 
districts.     It  has  quarters  in  the  Marshall  Square  Building.  The 
group  will  probably  be  disbanded  before  1975. 
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THE  TRANSIT  TASK  FORCE 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sa  Ft 

5a  Ft 

Per  s. 

Sq.  Ft. 

p  er  s . 

5o  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

5rivate  Office 
Spac  e 

936 

6 

3ther  Oilice 
Space 

896 

1 1 

Community 
Space 

320 

N 

o  n 

e 

Conference 
Room 

Sharec 

Total 
Space 

2832 

17 

2152 

17 

j  -    Public  Utilities  Commission  Engineers 

The  Public  Utilities  Commission  Engineers  occupy  space  in  the 
45  Hyde  Street  Building.     Space  requirements  for  this  function  and  the 
analysis  of  departmental  contacts  will  not  be  part  of  this  Civic  Center 
report  because  this  activity  in  the  future  will  be  located  in  quarters 
for  all  Public  Utilities  Commission  activities.    Hence,   space  estimates 
included  for  a  general  building  program  would  be  misleading.  The 
space  requirements  for  this  function  will  be  submitted  separately. 
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4  -    Personnel  Services 

a  -    The  Civil  Service  Commission 

The  Civil  Service  Commission  is  responsible  for  formulating 
personnel  policy  for  the  City  and  County  of  San  Francisco  and  for  the 
administration  of  the  personnel  functions.     The  Retirement  and  Health 
Service  Systems  of  the  City  and  County  are  organizationally  separate 
from  the  Civil  Service. 

The  Department  is  organized  as  follows: 

-  Administrative  Division 

-  Personnel  Division 

-  Recruiting  Division 

-  Examining  Division 

-  Certification  Division 

-  Management  and  Employee  Services  Division 

-  Payroll  Division 

-  Centralized  Personnel  Processing  Division 

The  present  space  of  18,  342  square  feet  is  occupied  by  a  staff  of  77 
persons.     This  space  is  more  than  adequate  for  present  levels  of  service 
however,   it  is  in  need  of  rearrangement  for  better  utilization.  The 
present  corridor  arrangement  makes  this  difficult.     Included  in  this  spac 
is  1134  square  feet  in  the  Health  Building  which  is  used  for  the  newly 
created  Centralized  Personnel  Processing  Division.     City  Hall  space 
amounts  to  17,  238  square  feet. 

The  Civil  Service  functions  will  be  very  much  affected  by  the 
EDP  program.     A  personnel  and  payroll  file  as  has  been  discussed 
earilier  will  eliminate  much  of  the  present  manual  record  keeping 
particularly  in  the  Payroll  Certification  and  Classification  areas. 
Examination  marking  is  also  a  possibility  for    the  future. 

The  present  staff  is  in  need  of  augmenting  in  order  to  allow  the 
Civil  Service  to  increase  its  level  of  service.     The  projected  personnel 
figures  show  an  increase  to  a  staff  of  184  persons  from  the  present  77. 
These  increases  reflect  planned  future  activites  in  training,  employee 
counselling,  increased  examination  and  recruiting  activities  and  support 
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help.     Present  space  breakdowns  by  Division  are  not  available. 


Administrative  Division: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


A  rtnal 

1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

>rivate  Office 
Space 

471 

2 

471 

2 

3ther  Ullice 
Space 

162 

2 

216 

3 

Community 
Space 

160 

200 

S  A 

M  E 

Conference 
Room 

336 

336 

Total 
Space 

4 

1129 

4 

1223 

5 

Personnel  Division: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 

A  ctual 

1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

'rivate  Office 
Space 

210 

1 

378 

2 

446 

3 

446 

3 

)ther  Oitice 
Space 

306 

4 

567 

8 

836 

13 

1322 

19 

Community 
Space 

125 

225 

325 

450 

Conference 
Room 

otal 
Space 

5 

641 

5 

1170 

10 

1607 

16 

2218 

22 
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Recruiting  Division: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

180 

1 

348 

2 

348 

2 

348 

2 

Other  Oitice 
Space 

522 

9 

648 

1 1 

924 

16 

1 185 

20 

Community 
Space 

640 

700 

720 

750 

Conference 
Room 

Total 
Space 

10 

1342 

10 

1696 

13 

1992 

18 

2283 

22 

Examining  Division: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

1316 

9 

2184 

15 

3304 

23 

4172 

29 

Jther  Otiice 
Space 

900 

13 

2241 

34 

2871 

44 

3375 

52 

Community 
Space 

6431 

6631 

6931 

7331 

Conference 
Room 

rotal 
Space 

22 

8647 

22 

11056 

49 

13106 

67 

1487  8 

81 
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Certification  Division: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

'rivate  Office 
Space 

128 

1 

128 

1 

)ther  Uiiice 
;  Space 

408 

7 

738 

11 

Community 
,  Space 

510 

510 

SI 

.ME 

"onference 
Room 

"otal 
Space 

8 

1046 

8 

1376 

12 

Management  and  Employee  Services  Division: 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

rivate  Office 
Space 

144 

1 

144 

1 

144 

1 

144 

1 

)ther  Office 
Space 

480 

8 

795 

13 

1047 

17 

1362 

22 

Community 
Space 

100 

150 

220 

270 

Conference 
Room 

otal 
Space 

9 

724 

9 

1089 

14 

1411 

18 

1776 

23 
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Payroll  Division: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

rer  s . 

5q.  Ft. 

Pers. 

bq.  r  t. 

rers. 

2  n       TP  + 

3q.  r  t. 

Per  s . 

C/i  TT4- 

oq.  r  t. 

Per  s . 

'rivate  Office 
Space 

Oiiice 
Space 

693 

11 

Community 
Space 

435 

S  A 

M 

E 

Conference 
1  Room 

'otal 
Space 

11 

1 128 

11 

Centralized  Personnel  Processing  Division: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

rivate  Office 
Space 

336 

2 

)ther  Oiiice 
Space 

315 

6 

S  A 

M  E 

Community 
Space 

483 

Conference 
Room 

otal 
Space 

8 

1134 

8 
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Civil  Service  -  Total  Department 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Per  s . 

Sq.Ft. 

Pers. 

rivate  Office 
1  Space 

2785 

17 

3989 

25 

5177 

34 

6045 

40 

•ther  Office 
Space 

3786 

60 

6213 

97 

7640 

121 

9206 

144 

ommunity 
Space 

8884 

9334 

9824 

10429 

jonf erence 
I  Room 

336 

336 

336 

336 

'otal 
Space 

18342 

77 

15791 

77 

19872 

122 

22977 

155 

26016 

184 

b  -    Retirement  System 

The  Retirement  System  is  responsible  for  the  administration  of  the 
City  and  County  employees  retirement  function,   and  the  investment  and 
accounting  for  its  funds.     There  are  63  employees  currently  in  the 
Department,   of  whom  seven  will  be  transferred  shortly  to  the  EDP  complex. 
There  are  five  divisions  in  the  organization: 

-  Administration 

-  Investment 

-  Accounting 

-  Actuarial 

-  Compensation 

The  system  has  offices  in  the  450  McAllister  Street  Building, 
occupying  3,  900  square  feet  on  the  third  floor;  5,  600  square  feet  on 
the  fourth  floor;  and  approximately  2,  000  square  feet  in  the  basement 
for  storage  purposes.    This  space  is  completely  adequate  for  present 
levels  of  activity. 

EDP  will  have  a  great  effect  on  record  keeping  and  the  processing 
of  benefits.  With  all  payroll  information  on  an  electronic  file,  and  with 
computer  capability  to  determine  work  history  and  perform  calculations 
and  projections,  much  manual  work  can  be  eliminated. 

We  have  shown  no  increase  in  the  present  staffing  as  a  result  of  the 
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probable  effect  of  EDP  upon  its  operations.     Greatly  increased 
levels  of  service  should  be  possible  when  the  computer  system 
is  functioning.     Current  retirements  are  running  about  300-350 
per  year,   a  figure  which  will  probably  increase  somewhat  a,s 
personnel  who  entered  City  and  County  service  at  the  start  of 
the  Retirement  Sys tern  Program  in  1932  become  eligible  for 
retirement. 

Storage  space  has  been  reduced  for  the  future  on  the  assumption 
that  current  payroll  files  will  be  captured  on  the  system  as  a  by- 
product of  payroll  activities  and  past  payroll  history  will  be  an  input  to 
the  computer  system  over  the  next  ten  years. 

THE  RETIREMENT  SYSTEM 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

■rivate  Office 
Space 

1780 

12 

1780 

12 

1780 

12 

Rther  Office 
[  Space 

2867 

44 

2867 

44 

2867 

44 

fommunity 
Space 

5291 

2316 

1676 

S  A 

M  E 

inference 
.  Room 

Share 

Share 

Share 

r.Dtal 
Space 

9500 

63 

9938 

56* 

6963 

56 

6323 

56 

lisement 
Storage 

2000 

Yes 

No 

No 

lecords 
Center  Use 

No 

No 

No 

*  includes  2  part-time  physicians 

c  -   Health  Service  System 

The  Health  Service  System  of  the  City  and  County  of  San  Francisco 
administers  the  health  and  accident  insurance  program  for  employees 
and  their  families      The  service  is  organized  as  follows: 


-  Administration 

-  Membership  Division 

-  Medical  Division 

-  Mail  and  File  Division 

-  Tabulating  and  Statistical  Division 
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The  present  space  of  4, 300  square  feet (plus  1, 500  feet  of  storage 
in  the  basement)  is  more  than  adequate  for  present  needs.  However, 
the  space  is  fragmented  somewhat  and  in  need  of  rearrangement. 

Here  again  EDP  will  have  an  impact  on  the  present  methods 
used  by  the  Department.     The  use  of  magnetic  files  and  computer 
based  calculation  of  benefits  will  reduce  clerical  work  loads  considerably. 
Staff  has  been  left  at  the  present  24  persons  (the  present  32  minus  8 
persons  transferring  to  EDP  in  the  near  future)  through  the  year  2000 
Increases  in  the  level  of  service  should  be  possible  with  existing 
manning  levels  when  the  EDP  system  is  operating. 

THE  HEALTH  SERVICE  SYSTEM 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

private  Office 
Space 

534 

3 

534 

'3 

Other  Oliice 
Space 

1302 

21 

1302 

21 

Community 
Space 

1350 

1350 

S  I 

.    M  E 

Conference 
Room 

Total 
Space 

4300 

32 

3186 

24 

3186 

24 

Basement 
Storage 

1500 

1500 

Records 

Center  Use 
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5  -    The  Courts  and  Ancillary  Services 

a  -    The  Superior  Courts 

The  Civil  Division  of  the  Superior  Courts  of  the  City  and  County 
of  San  Francisco  are  located  on  the  fourth  floor  of  the  City  Hall 
building.     In  addition  to  these  quarters,   space  has  been  made  available 
for  a  Probate  Court,   and  a  new  Civil  Court  on  the  third  floor.  This 
space  was  formerly  occupied  by  the  County  Clerk  and  by  the  office 
of  the  Public  Administrator  and  Guardian.     In  addition  to  their  civil 
case  load  several  of  the  Justices  of  the  Superior  Court  also  act  as  an 
Appellate  Division  in  handling  appeals  from  the  Municipal  Courts. 

The  present  space  occupied  by  the  Superior  Courts  is  entirely 
inadequate  for  the  following  reasons: 

-  There  is  no  private  corridor  system  for  judges  and  juries 
and  as  a  result  they  and  attorneys  and  clients  and  the 
general  public  sometimes  must  mingle  in  the  corridors. 

-  Conference,   witness  and  attorney  rooms  are  not  provided. 

-  Jury  rooms  are  not  connected  to  the  courts  and  are  too  few 
in  number.  At  least  one  jury  room  should  be  provided  for 
each  two  courts. 

-  There  is  no  provision  for  jury  assembly  space  and  empanelling 
rooms.     A  large  courtroom  is  used  for  assembly  purposes 
each  day.     However,  this  room  does  not  provide  for  adequate 
seating  for  the  numbers  of  people  involved  in  the  jury 
selection  process. 

-  Quarters  provided  for  the  Grand  Jury  are  cramped. 

-  Offices  and  other  arrangements  for  the  various  court 
commissioners  need  to  be  expanded  in  order  to  provide 

a  proper  environment  for  Hearing  Rooms  and  the  administration 
of  this  facet  of  court  proceedings 

-  Storage  space  adjacent  to  the  courts  is  lacking.     This  space 
is  needed  for  exhibits  and  other  paraphernalia  in  use  for 
specific  cases  before  the  court. 

-  Offices  for  the  court  reporters  and  stenographic  clerks  are 
inadequate. 
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-  The  Judges  Chambers  are  generally  inadequate,  varying  in 
size  from  12'  x  13'  x  18'.     The  anterooms  adjacent  to 
the  Judges  Chambers  which  are  used  as  offices  for  the  clerks 
of  the  court,   range  from  a  small  10'  x  10'  to  an  adequate 
12'  x  14'  room. 

The  20  courtrooms  need   smaller,   more  modern  furniture  and 
rearrangement  in  order  to  reduce  the  space  allotted  to  the  audience. 
Civil  cases  generally  do  not  require  a  large  audience  space.  The 
present  courts  vary  in  size  from  864  to  2,  080  square  feet. 

The  Superior  Courts  have  a  backlog  of  civil  cases  which,  while 
considerable,  is  not  as  high  as  in  many  other  jurisdictions.  This 
backlog  fluctuates  considerably  from  a  high  in  recent  years  of  4,  258 
cases  which  had  not  reached  the  pre-trial  stage  in  1962  to  a  low  of 
2,  196  such  cases  in  1964.     Backlog  at  the  beginning  of  1967  was 
2,  813  cases.      Statistics  such  as  these  have  meaning  only  when  one 
considers  that  complexity  of  cases  and  number  of  jury  trials,   etc.  , 
have  a  bearing  on  the  time  involved  in  the  judicial  process.  Further, 
a  backlog  of  cases  must  exist  in  order  to  ensure  an  adequate  functionin 
of  the  procedures  of  the  court.     Current  backlogs  approximate  one 
year's  new  cases. 

Discussions  with  the  Presiding  Judge  and  others  in  the  Superior 
Court  indicate  that  5  more  Civil  Courts  will  be  required  between 
now  and  1975,  and  an  additional  5  courts  will  be  needed  by  the  year 
2000.     This  increase  is  borne  out  by  projecting  the  civil  actions 
filed  figures  which  are  shown  on  the  chart  following  this  page; 
and,  by  considering  the  likely  effect  of  population  and  economic 
growth  in  San  Francisco  and  the  Bay  area  over  the  same  period. 

The  extension  of  data  processing  applications  in  the  courts  area 
should  help  in  the  overall  processing  of  civil  cases  by  providing 
better  control  and  easier  methods  in  such  areas  as  jury  selection, 
and  calendar. 

While  San  Francisco's  population  is  not  expected  to  increase 
much  beyond  850,  000  people  by  the  year  2000,  the  population  of  the 
nine  Bay  Area  Counties  is  expected  to  reach  approximately  7  million 
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by  1985  and  8  million  by  the  year  2000.     This  is  an  increase  of  approxi- 
mately 100  percent  over  present  population  estimates. 

San  Francisco,  in  retaining  its  position  as  the  center  of  this  large 
conurbation,   should  become  increasingly  the  home  office  of  Bay  Area 
financial  activities  and  the  headquarters  for  executive  and  administrative 
offices  of  many  western  industries.     The  City  should  continue  to  be  the 
leading  cultural  and  tourist  center  in  northern  California.     This  pre- 
eminence will  affect  the  activities  of  the  courts  in  that  cases  will  be  tried 
in  San  Francisco  by  virtue  of  the  location  in  the  City  of  so  many  important 
business  offices  and  because  of  the  tremendous  influx  of  daily  workers  and 
seasonal  visitors. 

The  space  standards  we  have  used  for  the  courts  generally  follow 
those  developed  for  the  Chicago  Civic  Center,  which  houses  the  Courts 
of  Cook  County.     The  standard  court  rooms  in  this  magnificent  building 
vary  slightly  in  size  and  have  the  following  dimensions: 

28'  4"  x  36' 
28'  4"  x  41' 
26'       x  38'  6" 

There  are  larger  rooms  for  the  Appellate,  Supreme  and  Motions 
Courts.    These  standard  courts  are  somewhat  smaller  than  most  of  the 
existing  courtrooms  in  City  Hall  and  have  proven  to  be  adequate  for  their 
function  in  Cook  County.    With  a  slight  rearrangement  to  provide  for  seat- 
ing space  for  the  13th  juror  in  jury  courtrooms,  these  space  allocations 
are  recommended  for  the  Courts  of  San  Francisco.     The  same  standard 
courts  can  be  used  for  both  jury  and  non-jury  cases  with  less  space  being 
allocated  for  spectators  in  jury  courtrooms.    Audience  seating  capacity 
should  thus  vary  from  36  to  48  persons. 

Office  space  for  the  judges,   court  clerks,   reporters  and  transcribers 
would  be  714  square  feet  per  court.     This  space  includes  a  private  toilet 
and  private  entranceway  for  each  judge. 

One  jury  room  should  be  provided  for  every  two  courts,  and  each 
court  room  should  have  a  small  conference  room  adjacent  to  it  for  at- 
torney/ client  purposes. 

Space  has  been  provided  for  hearing  rooms,    commissioners'  offices, 
offices  for  the  Secretary  to  the  Court,  Grand  Jury  quarters  and  a  private 
corridor  system  for  judges  and  juries. 
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Present  space  is  47,474  sq.  ft.    Space  projections  are  as  follows: 

THE  SUPERIOR  COURTS 


Needed 
Now 


1975 


1985 


2000 


(20)  Courts* 


28146 


(25)  34026 


(27)  36378 


(30)  39906 


Jury  &:  Conference 
Space 


6030 


7695 


8613 


9990 


Hearing  Rooms 


2500 


3249 


3998 


3998 


Storage 


2000 


2500 


2700 


3000 


Judges  Chambers 
Clerks,  Reporters 


14280 


17850 


19278 


21420 


Grand  Jury 


1907 


1907 


1907 


1907 


Secretary ' s 
Commis  sioner  s 
Offices 


4693 


4893 


4993 


5193 


Public /Attorney 
Rooms 


1000 


1000 


1000 


1000 


Washrooms 


864 


864 


864 


864 


Press 


1400 


1400 


1400 


1400 


Totals 


62820 


75384 


81131 


88678 


includes  1  large  jury  assembly  room,  2  large  court  rooms,   17  standard 
courtrooms 

b  -    The  Municipal  Courts 

The  Civil  Division  of  the  Municipal  Courts  of  the  City  and  County  of 
San  Francisco  now  occupies  portions  of  the  third  floor  of  the  City  Hall 
Building.     The  space  allocated  is  18,280  square  feet,  which  includes 
eight  courtrooms,  judges'  chambers  and  anterooms,  the  offices  of  the 
Clerk  of  the  Municipal  Court  and  the  Jury  Commissioner.     The  space 
is  not  adequate  for  the  same  general  reasons  as  outlined  in  the  preceding 
section  on  the  Superior  Courts. 

The  Municipal  Courts  tried  102  jury  cases  in  1966,  an  increase  of 
13  cases  over  the  previous  year,  and  39  over  1964.    Filings  have  con- 
tinued to  show  increases  from  13,769  in  1955  to  24,451  in  1965-66. 
Small  claims  have  increased  61  percent  in  the  same  period.     Cases  on 
the  jury  calendar  at  the  end  of  1966  totaled  596.    At  the  end  of  1964  and 
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1965,  the  jury  case  backlogs  were  615  and  621,  respectively. 

In  discussions  with  the  Clerk  of  the  Municipal  Court  and  others,  it 
was  determined  that  an  increase  of  one  court  now  (a  large  courtroom 
which  would  also  serve  as  a  jury  assembly  room),  an  additional  court  in 
1975,  and  one  each  in  1985  and  the  year  2000,   should  take  care  of  the 
civil  case  load.     This  is  a  total  increase  over  the  period  of  50  percent. 

The  present  space  is  18,280  square  feet.    Space  projections  to  the 
year  2000  are  as  follows: 

THE  MUNICIPAL  COURTS 


Needed 
Now 

1975 

1985 

2000 

9  Courts* 

11908 

(10)  13084 

(11)  14260 

(12)  15436 

Jury  &  Conference 
Space 

2412 

2412 

2871 

2871 

Storage 

800 

900 

1000 

1100' 

Judges  Chambers 
Clerks,  Reporters 

5712 

6420 

7140 

7854 

Clerks  Office  and 
Jury  Commissioner 

7432 

7552 

7672 

7792 

Publi  c  /  A  tto  rn  ey 
Rooms 

300 

300 

300 

300 

Washrooms 

432 

432 

432 

432 

Pres  s 

400 

400 

400 

400 

Total 

29396 

31500 

34075 

36185 

'Includes  1  large  jury  assembly  room  -  8  standard  courtrooms, 
c  -    The  County  Clerk 

The  County  Clerk  is  the  Clerk  of  the  Superior  Courts  of  the  City  and 
County  of  San  Francisco.    His  office  functions  as  the  office  of  record 
for  the  courts.    In  addition  to  these  duties,  the  County  Clerk  must  main- 
tain the  following  statutory  indices: 

Corporation  Index 

Partnerships  and  Fictitious  Names  Index 
Index  of  Notaries  Public 
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While  the  Clerk's  office  issues  marriage  licenses,  his  function  is  located 
in  the  Recorder's  office  and  has  been  dealt  with  under  that  heading.  The 
County  Clerk  provides  the  Court  Clerks  for  the  Judges  of  the  Superior 
Court. 

The  present  space  of  11,900  square  feet  is  adequate,  well  utilized, 
and  generally  well  arranged,  although  the  large  cashiers'  cages  need  re- 
design, and  the  office  of  the  Clerk  and  that  of  his  secretary  are  not  con- 
tiguous to  the  main  operation. 

Increases  in  staff  shown  in  the  table  below  reflect  the  increases  in 
Superior  Court  activities  already  discussed. 


COUNTY  CLERK 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.Ftj 

Pers . 

Private  Office 
Space 

378 

2 

378 

2 

378 

2 

378 

2 
60 

Other  Ottice 
Space 

2678 

45 

2867 

50 

3182 

53 

3602 

Community 
Space 

9040 

9100 

9250 

9350 

Conference 
Room 

Total 
Space 

11900 

47 

12096 

47 

12  345 

52 

12810 

55 

1  3330 

62 

Basement 
Storage 

No 

Records 

Center  Use 

Yes 

Yes 

Yes 

Yes 

Yes 

d  -  Sheriff 

The  Sheriff  is  an  elected  City  and  County  official  who  appoints  his 
Undersheriff ,  an  attorney,  and  a  confidential  secretary.     The  Office  of 
the  Sheriff  operates  the  County  jails.    The  administrative  office  of  the 
Sheriff  is  on  the  third  floor  of  the  City  Hall  in  the  southwest  corner  of 
the  building.     The  Sheriff  is  the  recipient  of  monies  from  various  sources 
which  are  deposited  in  the  Sheriff's  trust  fund,  and  from  which  monies 
are  withdrawn  by  warrants  issued  by  his  office.     The  Sheriff  provides 
bailiffs  for  both  the  Superior  and  Municipal  Courts. 
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The  present  space  occupied  by  the  offices  of  the  Sheriff  in  City  Hall 
is  5,  540  square  feet  of  which  820  square  feet  is  storage  space  on  the 
ground  level.    Records  are  retained  in  the  third  floor  space  until  the  case 
is  closed,  at  which  point  they  are  transferred  to  the  Records  Center. 

The  present  space  is  somewhat  inadequate,  being  poorly  laid  out. 
The  space  provisions  made  for  the  Sheriff's  deputies  should  be  increased 
and  space  should  be  provided  for  locker  rooms  for  male  and  female  bai- 
liffs.   Private  office  sizes  at  present  are  excessive. 


SHERIFF 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ftj 

Pers. 

Private  Office 
Space 

639 

3 

639 

3 

639 

3 

639 

3 

Other  Oitice 
Space 

2139 

36 

2265 

38 

2265 

38 

2265 

38 

Community 
Space 

914 

964 

984 

1014 

Bailiffs 

27 

32 

34 

37 

Total 
Space 

4720 

66 

3692 

66 

3868 

73 

3888 

75 

3918 

78 

Basement 
Storage 

820 

820 

500 

300 

300 

Records 

Center  Use 

Yes 

Yes 

Yes 

Yes 

Yes 

e  -    The  Public  Administrator  and  Guardian 

The  function  of  the  Office  of  the  Public  Administrator  and  Guardian 
is  to  look  after  the  estates  of  persons  who  die  and  have  no  immediate 
family  to  perform  the  necessary  duties,  and  to  manage  the  estates  of  in- 
competent persons  who  do  not  have  immediate  family  help  available  to 
them.    Six  hundred  and  nine  cases  were  handled  last  year. 

The  Public  Administrator  and  Guardian  occupies  the  entire  third 
floor  of  1212  Market  Street  --  4,400  square  feet.     The  space  has  been 
remodeled  recently  and  is  well  appointed.     The  Public  Administrator  and 
Guardian  also  occupies  1 ,  452  square  feet  of  basement  space  at  1212  Mar  - 
ket  Street,  primarily  for  storage  of  personal  effects  of  deceased  persons. 
There  is  additional  storage  space  at  115  Harrison  Street  for  larger  items. 
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The  staff  of  this  office  has  doubled  in  size  over  the  past  15  years  to 
its  present  27  persons.    Staff  is  projected  to  increase  to  37  by  1975,  40 
by  1985,  and  42  by  the  year  2000.     This  increase  reflects  the  changes 
in  the  makeup  of  the  population  of  San  Francisco.     The  population  is  be- 
coming predominately  one  of  single  persons  with  a  correspondingly  larger 
base  from  which  the  need  for  the  services  of  a  Public  Administrator  can 
come. 


PUBLIC  ADMINISTRATOR  AND  GUARDIAN 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

1284 

8 

1428 

9 

1572 

10 

1860 

12 

Other  Oltice 
Space 

1893 

19 

2401 

28 

2529 

30 

2529 

30 

Community 
Space 

598 

598 

598 

598 

Conference 
Room 

156 

156 

156 

156 

Total 
Space 

4400 

27 

3931 

27 

4583 

37 

4855 

40 

5143 

42 

Basement 
Storage 

1452 

1452 

2000 

2000 

2000 

Records 

Center  Use 

Yes 

Yes 

Yes 

Yes 

Yes 

f  -    The  Law  Library 

The  Law  Library,   established  in  1869,  is  controlled  by  a  seven -man 
Board  of  Trustees,  a  self -perpetuating  body.     Under  state  law,  there 
must  be  such  a  facility  accessible  to  the  courts  to  serve  as  a  reference 
center  for  them  and  for  local  attorneys. 

The  library  is  located  in  City  Hall.     Eighty  four  hundred  square  feet 
is  occupied  on  the  fourth  floor  for  100,  000  shelved  books,   reading  tables, 
and  seven  adjoining  rooms  and  offices.     The  attic  of  the  City  Hall  has 
5,  210  additional  square  feet  of  area  for  shelving  30,  000  books,  and  the 
basement  has  30,000  additional  books  stored  in  1,980  square  feet.  More- 
over, there  are  approximately  200  boxes  of  books  stored  in  the  basement 
and  east  attic,  bringing  the  total  collection  to  185,000  volumes. 
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Presently,  there  is  a  dire  need  for  more  and  better  shelf  space.  All 
of  the  rooms  in  the  library  are  shelved  to  capacity,  including  the  Librar- 
ian 's  office.    Four  thousand  new  books  are  received  each  year,  requir- 
ing 400  to  600  running  feet  of  additional  shelving  annually. 

The  Law  Library  has  an  extensive  collection  of  books  which  will  be- 
come more  accessible  through  improved  quarters.     Library  personnel 
forecasts  for  1975,   1985  and  2000  have  been  set  at  12.    While  circulation 
and  library  use  will  increase  considerably  with  an  improved  library,  no 
extensive  staff  additions  will  be  needed.    Much  higher  levels  of  service 
would  be  possible  if  the  Law  Library  space  were  more  ideal. 


LAW  LIBRARY 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

3q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

Private  Office 
Space 

210 

1 

210 

1 

210 

1 

210 

1 

Other  Office 

SpeciaiPur  - 
pos  e 

835 

2 

835 

2 

835 

2 

835 

2 

Community 
Space 

21000 

7 

22000 

9 

24000 

9 

27000 

9 

Conference 
Room 

Total 
Space 

15590 

10 

22045 

10 

23045 

12 

25045 

12 

28045 

12 

Basement 
Storage 

1980 

No 

No 

No 

No 

Records 

Center  Use 

No 

No 

No 

No 

No 

6  -    Building  and  Other  Services 

a  -    Janitorial  Services 

The  present  space  allocated  to  the  Janitorial  Services  function  in  City 
Hall  is  far  from  adequate.    Approximately  2,  000  square  feet  in  the  base- 
ment of  City  Hall  is  used  for  administration,   storage  of  supplies,  trash 
rooms,   storage  and  working  space  for  equipment,  workbreak  space,   etc.  , 
for  the  staff  of  125  employees  --  69  of  whom  work  full  time  in  City  Hall. 
The  remaining  employees  service  other  buildings  in  the  Civic  Center 
area.     The  space  is  fragmented,  and  by  necessity,   space  has  been  utilized 
in  fan  rooms,   closets,  and  cubby  holes  in  various  parts  of  the  basement 
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area.    Janitors'  closets  are  provided  on  the  floors  above  and  are  generally- 
adequate  in  size.    Storage  space  for  materials  and  supplies  is  not  adequate 
nor  centralized.     There  are  no  locker  rooms  for  the  janitorial  staff  and 
lunchroom  facilities  are  non-existent. 

With  proper  space  arrangement  and  allocation,   economies  can  be 
effected  in  purchasing  and  delivery  of  supplies  and  in  servicing  the  needs 
of  other  buildings  in  the  area.    Space  to  be  cleaned  has  increased  consider- 
ably as  a  responsibility  for  the  central  Janitorial  Services  function. 


JANITORIAL  SERVICES 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Private  Office 
Space 

296 

2 

Other  Oliice 
Space 

600 

5 

Community 
Space 

6850 

62 

S 

A  M 

E 

Conference 
Room 

Share 

Total 
Space 

2000+ 

7746 

69 

Basement 
Storage 

Small  janitor 
closets  on 
each  floor 

b  -    Equipment  Rooms 

At  present  the  City  Hall  Building  has  several  large  fan  rooms  which 
provide  an  unsatisfactory  ventilating  system.     Electrical  service  is  con- 
trolled through  a  central  panel  in  the  basement.    New  electrical  service 
is  needed  in  City  Hall.    A  new  load  center  should  be  located  in  each  quad- 
rant of  the  building.     Existing  feeders  can  probably  be  utilized. 

Water  pipes  in  City  Hall  have  been  50  percent  replaced  with  new 
copper  pipes.     The  hot  water  system  has  been  completed;  the  cold  water 
pipes  are  in  need  of  replacement.    Heat  is  provided  to  most  of  the  Civic 
Center  buildings  from  a  central  facility  located  on  the  corner  of  Larkin 
Street  and  McAllister.    We  are  advised  that  this  plant  is  in  need  of  re- 


EBS   MANAGEMENT  CONSULTANTS  INCORPORATED 


placement.     Consideration  should  be  given  by  the  City  and  County  of  San 
Francisco  to  the  construction  of  an  underground  central  utility  facility  to 
replace  this  heating  plant.    The  new  facility  could  perhaps  be  located  at 
the  intersection  of  Grove  and  Polk,  or  Grove  Street  and  Van  Ness  Avenue. 
This  plant  could  be  capable  of  supplying  centrally -produced  heating  and 
cooling  for  the  buildings  in  Civic  Center. 

We  understand  that  the  Department  of  Public  Works  already  has  done 
considerable  work  on  this  concept.     Every  effort  should  be  made  to  pro- 
vide for  the  means  to  continue  the  studies  in  this  area.    A  central  plant 
such  as  is  envisioned  would  free  the  existing  fan  rooms  in  the  basement 
for  other  uses.     The  provision  of  small  fan  rooms  on  each  floor,  one  for 
each  half  of  the  building  (rotunda  area  would  not  be  cooled)  would  provide 
the  space  necessary  for  the  coolant  coils  and  for  moving  the  cooled  air 
into  user  areas.     Equipment  room  needs  should  be  about  4,  000  square 
feet.     The  independent  heating  systems  and  staff  in  the  War  Memorial 
buildings  could  be  replaced  by  such  a  central  utility  system. 

c  -    Reproduction  Bureau 

The  Reproduction  Bureau  is  organizationally  a  part  of  the  Purchasing 
Department  and  is  located  in  the  west-central  basement  area  in  4,  320 
square  feet  of  space.     The  Bureau  handles  the  majority  of  the  City  and 
County  copy  and  blueprint  needs.     The  present  space  is  not  adequate  for 
present  levels  of  service  and  equipment  in  use.    Storage  space  for  paper 
and  other  supplies  is  at  a  premium.    Space  requirements  for  the  staff  of 
11  persons  and  the  necessary  equipment  and  storage  space  total  6,280 
square  feet.    Should  levels  of  service  have  to  be  increased,  the  City 
should  consider  a  second  shift  operation  rather  than  increased  space  and 
equipment  requirements. 

d  -    Building  Repair 

Building  repair  functions  currently  occupy  approximately  3,  000  squar 
feet  in  the  City  Hall  basement.     This  space  is  fragmented  and  inadequate 
for  the  staff  of  24  (22  craftsmen  plus  supervisory  personnel).  Storage 
facilities  are  lacking,  and  work  space  for  the  various  crafts  is  cramped, 
awkwardly  arranged  and  widely  separated.     There  is  no  locker  room  for 
Bureau  personnel. 
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Space  requirements  for  building  repair  functions  in  City  Hall  --  which 
can  service  the  whole  of  Civic  Center  --  is  as  follows: 


BUILDING  REPAIR 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

Other  Oilice 
Space 

Community 
Space 

9497 

9697 

9997 

10379 

Conference 
Room 

Total 
Space 

3000 

24 

9497 

24 

9697 

26 

9997 

29 

10379 

33 

e  -    Mail  Room 

A  central  mail  room  does  not  exist  in  City  Hall  at  present.    Such  a 
facility,  of  about  1,800  square  feet,  should  be  established  as  soon  as  possible, 
particularly  for  the  use  of  those  departments  which  have  large  mailings  at 
periodic  intervals  during  the  year.     These  include: 

Tax  Collector 
A  ssessor 

Registrar  of  Voters 

Automatic  stuffing,  labeling  and  sealing  machines  should  be  installed. 
This  facility  would  eliminate  the  need  for  considerable  part-time  help 
presently  employed  under  manual  methods  of  handling  such  mailings.  Con- 
current with  the  planning  for  such  a  mail  facility,   some  forms  redesign 
will  be  required  in  some  areas  in  order  to  be  compatible  with  machine 
requirements.     This  mail  room  could  also  handle  regular  daily  mail  needs 
if  a  collection  system  could  be  set  up  to  service  interoffice  as  well  as 
intraoffice  mail  requirements. 

f  -    Meeting  Rooms  and  Conference  Rooms 

As  mentioned  previously,  centrally -located  large  meeting  rooms  and 
smaller  conference  rooms  are  a  pressing  need  today.     Provision  of  about 
9,  000  square  feet  has  been  made  under  the  alternate  schemes  which  are 
discussed  in  a  later  section  of  this  report.    Some  departments  have  con- 
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ference  room  space  allocated  as  a  part  of  their  space  allocations. 

g  -    Centrex  and  Switchboard  Facilities 

The  telephone  requirements  of  the  Civic  Center  area  are  a  responsi- 
bility of  the  Department  of  Public  Works.     Currently,  6,865  square  feet 
have  been  allocated  for  this  function  in  the  northwest  corner  of  the  base- 
ment of  City  Hall.     The  current  equipment  and  staff  is  in  the  process  of 
enlargement.    When  this  expansion  is  completed,  2,400  new  Centrex 
phone  lines  will  be  available  for  City  and  County  use.     Of  these  new  lines, 
1,  000  already  have  been  assigned  to  the  Welfare  Department,  leaving 
1,400  lines  for  future  needs.    When  all  lines  are  in  use,  the  switchboard 
staff  will  increase  from  its  present  18  employees  to  26. 

In  addition  to  Centrex  and  central  switchboard  facilities,  four  call 
director  units  and  six  100 -key  panel  mounted  modules  are  in  use  in  Civic 
Center.     These  local  "switchboards"  are  located  as  follows: 


2 

-    100  -key  units 

Superior  Court 

2 

-    100 -key  units 

Municipal  Court 

1 

-    100  -key  unit 

City  Attorneys  Offices 

1 

-    100 -key  unit 

Recreation  &t  Parks  Department 

1  • 

-    Call  Director 

Mayor's  Office 

1  • 

-    Call  Director 

Economic  Opportunity  Council 

2 

-    Call  Directors 

Assessor's  Office 

These  facilities  should  be  reviewed  to  determine  need.    At  least  two 
call  directors,  those  in  the  Assessor's  Office,  can  be  removed  and  the 
operations  transferred  to  the  central  switchboard  facility. 

Should  any  further  increase  in  telephone  needs  become  necessary, 
the  Centrex  equipment  should  be  removed  from  City  Hall  and  located  on 
Telephone  Company  premises.    Such  an  eventuality  will  probably  occur 
in  approximately  1975.    At  that  point  in  time,  telephone  equipment  of 
this  nature  will  undoubtedly  be  all  electronic  - -Electronic  Switching  System 
(ESS)  - -replacing  present  Centrex  equipment. 
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CENTREX  AND  SWITCHBOARD  FACILITIES 
STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sa  Ft 

Per  s . 

5q.  Ft. 

Per  s. 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

3rivate  Office 
Spac  e 

Other  Ullice 
Space 

1336 

18 

2136 

26 

2136 

26 

2136 

26 

Community 
Space 

4729 

4729 

Conference 
Room 

Out  of  City  Hall  to 
Pacific  Telephone  Co. 
ESS  equipment  (Elec- 
tronic Switching  System) 

Total 
Space 

6865 

18 

6065 

18 

6865 

26 

h  -    Lunch  Room 

A  survey  was  conducted  in  November /December  1966  to  determine  the 
need  for  cafeteria  or  lunch  room  facilities  in  City  Hall. 

The  questionnaire  and  answers  are  shown  following  this  page. 

Discrepancies  in  totals  reflect  unanswered  questions  on  some  of  the 
completed  forms,   1,700  of  which  were  returned.     The  results  indicate 
that  such  a  facility  would  serve  approximately  1,800  cups  of  coffee  per 
day,  600  pastries  per  day,  635  complete  lunches  per  day,  and  225  partial 
lunches  per  day. 

As  such  a  facility  is  a  matter  of  policy  decision,  we  will  not  comment 
further.    Space  of  4,  854  square  feet  has  been  allocated  for  a  lunch  room 
in  the  basement  of  City  Hall  in  the  space  now  occuped  by  the  Reproduction 
Bureau.     This  space  should  be  sufficient  for  a  lunch  room  with  minimum 
service;  lunch  hours  would  probably  have  to  be  staggered. 

i  -    Rest  Rooms  and  Toilet  Facilities 

Generally  these  facilities  are  numerous  and  adequate.     However,  there 
is  a  need  for  women's  rest  facilities.    Small  rooms  have  been  allowed  for 
in  the  space  allocations  to  provide  female  employees  with  a  room  and 
couches  should  they  be  needed.    Space  for  four  couches  on  each  floor  of 
City  Hall  should  more  than  meet  this  need.     Thus,  288  square  feet  have 
been  allocated  on  each  floor,  and  total  space  allocated  for  rest  rooms  equal 
1,440  square  feet. 


MORNING  COFFEE  BREAK 

On  an  average,  how  many  times  a  week  do  you  usually  Number  of 

observe  the  morning  coffee  break  by:  Times  a  Week 

a.  Having  coffee  or  other  beverage  only   ^3 75 

b.  Having  a  beverage  plus  a  pastry  or  other  food   j  ^61 

c.  Having  pastry  or  other  food  but  no  beverage   7^ 

d.  Having  nothing  to  eat  or  drink   1^-05 

TOTAL  7815 


I     AFTERNOON  COFFEE  BREAK 

On  an  average,  how  many  times  a  week  do  you  usually  Number  of 

observe  the  afternoon  coffee  break  by:  Times  a  Week 

a.  Having  coffee  or  other  beverage  only   ^+557 

b.  Having  a  beverage  plus  a  pastry  or  other  food   733 

c.  Having  pastry  or  other  food  but  no  beverage   1 86 

d.  Having  nothing  to  eat  or  drink   2114 

TOTAL  7590 


3     LUNCH  HABITS 

Number  of 

On  an  average,  how  many  times  a  week  do  you  usually:  Times  a  Week 

I    a.      Go  home  to  lunch   399 

b.  Eat  lunch  off  City  premises  in  a  cafe,  etc   k2k3 

c.  Bring  your  complete  lunch  to  work  (everything  that 

you  eat  and  drink)     '   1816 

d.  Bring  part  of  your  lunch  and  supplement  it  with  pur- 
chase of  beverage,  soup,  dessert  or  other  items.    .    .    .  1500 

e.  Not  eat  any  lunch   319 

TOTAL  8277 


Assuming  centralized  operation  in  a  new  City  facility 
complex,  where  a  luncheon  cafeteria  might  offer  food 

service  at  modest  prices,  how  many  times  a  week  Number  of 

would  you:  Times  a  Week 

a.  Go  home  to  lunch   329 

b.  Eat  lunch  off  City  premises  in  a  cafe,  etc. 

(assuming  one  nearby)   21^+7 

c      Bring  your  complete  lunch  to  work  (everything  that 

you  eat  and  drink) .   114-9 

d.  Bring  part  of  your  lunch  to  work  and  supplement  it 
with  purchases  of  beverage,  soup,  dessert  or 

other  items   1131 

e.  Not  eat  any  lunch   257 

;f.      Eat  in  City  facility   3164 

TOTAL  8177 


j  -    Records  Center 

The  present  Records  Center  on  Harrison  Street  contains  12,  640  square 
feet  of  floor  space  and  currently  is  crowded.     Consideration  should  be  given 
by  the  City  and  County  of  San  Francisco  to  acquiring  a  building  suitable  for 
the  following  functions: 

Records  Center 

Voting  Machine  Storage  and  Maintenance 
Inspection  Kit  Storage 

Such  a  structure  need  not  be  adjacent  to  Civic  Center  and  could  be  lo- 
cated in  a  lower  rent  district. 

7  -    Public  Health  Service 

The  Public  Health  Department  administrative  offices  and  Health  Center 
operations  are  in  the  process  of  reorganization  as  a  result  of  the  decision 
to  decentralize  its  Health  Center  services  and  the  Food  and  Sanitary 
Inspection  activities.     The  present  occupancy  plan  of  the  building  at  101 
Grove  Street  bears  little  resemblance  to  what  it  will  be  when  this  decen- 
tralization program  is  complete.     Further  plans  call  for  the  centralization 
of  administrative,   accounting  and  personnel  functions  in  this  building. 

The  net  square  footage  of  101  Grove  Street  is  69,  960  square  feet,  out  of 
a  possible  110,  345  square  feet  for  a  building  efficiency  of  63  percent.  This 
net  space  breaks  down  as  follows: 

-  Basement  23,  247  sq.  ft. 

-  First  Floor  12,  577  "  " 

-  Second  Floor  13,  065  "  » 

-  Third  Floor  10,  205  "  " 

-  Fourth  Floor  10,  866  "  » 

Of  the  basement  space,   approximately  3,  500  square  feet  are  used  by 
the  Central  Emergency  Hospital  (not  included  in  this  report),   and  16,  747 
square  feet  are  used  for  garage  and  parking  purposes.     The  remaining 
3,  000  feet  are  utilized  for  storage  rooms.     The  hospital  space  on  the 
first  floor  is  approximately  6,  200  square  feet. 

Because  of  the  current  and  pending  changes  in  Health  Department  organi- 
zation and  administration,   the  comments  which  follow  will  deal  only  with  the 
proposed  new  staffing  and  space  requirements  for  the  101  Grove  Street 
building. 
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The  Department  will  be  organized  into  the  following  divisions  or  func- 
tions,  all  to  be  located  in  the  Health  Center  building: 

-  Administration 

-  Accounting 

-  Records  and  Statistics 

-  Personnel 

-  Health  and  Education 

-  Birth  and  Death  Registry 

-  Dairy  and  Milk  Inspection 

-  Food  and  Sanitation  -  Administration 

-  Dental  Administration 

-  Nutrition 

-  Chest  X  ray 

-  Disease  Control  and  Adult  Health 

-  Public  Health  Nursing 

-  Maternal  and  Child  Health 

-  Crippled  Children 

-  Mental  Health 

-  Tuberculosis  Control 

-  Bureau  of  Alcoholism 

-  Bacteriological  Laboratory 

-  Chemistry  Laboratory 

-  Garage 

Administration: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

'rivate  Office 
Space 

1017 

5 

ither  Office 
Space 

495 

7 

community 
Space 

394 

S 

A  ft 

I  E 

Conference 
Room 

261 

'otal 
Space 

2167 

12 

k 
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Accounting: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

OH  •  -T  L. 

3    T"  g 

D  O  T*  G 

cin  Ft 

Ov^  .  -T  L. 

P  o  v»  c 
L    C  X  O  . 

?n  Ft 

D  £1  "I-  Q 
L     C  X  O  # 

Sn  Ft 

P  GTS. 

Private  Office 
Spa  c  e 

378 

2 

714 

4 

Dther  Uiiice 
Space 

858 

12 

1614 

24 

Community 
Space 

526 

730 

S  A 

M  E 

Conference 
Room 

Total 
Space 

1762 

14 

3058 

28 

Records  and  Statistics: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

5q.  Ft. 

Per  s. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

rivate  Office 
Space 

168 

1 

168 

1 

)ther  Office 
Space 

270 

4 

216 

3 

Community 
Space 

311 

311 

S 

A  M 

E 

Conference 
Room 

otal 
L  Space 

7  49 

5 

695 

4 
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Per  s  onnel: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

3riv;it"p  Office 
Space 

378 

2 

378 

2 

Dther  Office 
Space 

384 

7 

951 

16 

Community 
Space 

568 

668 

S 

A  M 

E 

Conference 
Room 

Total 
Space 

1330 

9 

1997 

18 

Health  and  Education: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

rivate  Office 
Space 

292 

2 

)ther  Office 
Space 

81 

1 

Community 
Space 

250 

S 

A  M 

E 

Conference 
Room 

otal 
Space 

623 

3 
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Birth  and  Death  Registry: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

'rivate  Office 
Space 

168 

1 

)ther  Oitice 
Space 

57  6 

7 

Community 
Spac  e 

802 

S 

A  M 

E 

Conference 
Room 

'otal 
Space 

1546 

8 

Dairy  and  Milk  Inspection: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

rivate  Office 
Space 

348 

2 

ther  Office 
Space 

597 

13 

ommunity 
Space 

450 

S 

A  M 

E 

lonf  erence 
Room 

r.Dtal 
Space 

1395 

15 
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Food  and  Sanitation  -  Administration: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Sq.  Ft. 

Per  s. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

5rivate  Office 
Space 

1161 

6 

,3ther  Office 
Space 

392 

4 

Community 
Space 

244 

S  i 

^  M 

Conference 
Room 

Total 
Space 

1797 

10 

Dental  Administration: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Ders. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

rivate  Office 
Space 

378 

2 

)ther  Office 
Space 

81 

1 

Community 
Space 

308* 

S  A 

M  E 

ionference 
Room 

otal 
Space 

767 

3 

*  Includes  one  dental  chair  and  equipment. 


i 


i 
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Nutrition: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Per  s . 

Sq.  Ft. 

Per  s . 

rivate  Office 
Space 

296 

2 

)ther  Office 
1  Space 

225 

3 

Community 
Space 

90 

S  A 

M  E 

Conference 
Room 

otal 
Space 

611 

5 

Chest  X  ray: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

rivate  Office 
Space 

752 

6 

ther  Office 
Space 

360 

5 

ommunity 
Space 

822 

S  A 

M  E 

onf erence 
Room 

otal 
Space 

1934 

11 
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Disease  Control  and  Adult  Health: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

•rivate  Office 
Space 

506 

3 

506 

3 

)ther  Office 
Space 

252 

4 

522 

8 

Community 
Space 

100 

180 

S  A 

M  E 

Conference 
Room 

^otal 
Space 

858 

7 

1208 

11 

Public  Health  Nursing: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 

Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers. 

Ski.  Ft. 

Pers. 

sq-  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

rivate  Office 
Space 

546 

3 

378 

2 

ther  Office 
Space 

279 

4 

279 

4 

ommunity 
Space 

100 

100 

S  A 

M  E 

onf erence 
Room 

'otal 
Space 

925 

7 

757 

6 
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Maternal  and  Child  Health: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Pers . 

:>q.  r  t. 

Pers. 

bq.  i?  t. 

Pers. 

Private  Office 
Space 

756 

5 

756 

5 

Other  Oitice 
Space 

656 

12 

465 

9 

Community 
Space 

175 

175 

S  A 

M  E 

Conference 
Room 

Total 
Space 

1587 

17 

1396 

14 

Crippled  Children: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

sq-  Ft. 

Pers . 

Private  Office 
Space 

378 

2 

634 

4 

Jther  Office 
Space 

162 

2 

384 

6 

Community 
Space 

75 

155 

S  A 

M  E 

Conference 
Room 

"otal 
Space 

615 

4 

1 173 

10 
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Mental  Health: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

3ers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 

X   X  V    CJ.    L  ■> —       \  ■>  XXX  ^ —  X. 

Space 

1173 

6 

1 173 

•  6 

Other  Oitice 
Space 

494 

7 

1 168 

10 

Community 
Space 

185 

210 

S  A 

M  E 

Conference 
Room 

Total 
Space 

1852 

13 

2551 

16 

Tuberculosis  Control: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 

Actual  1967 

Needed  1967 

1975 

1985 

2000  i 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

Sq.  Ft 

Pers . 

Private  Office 
Space 

378 

2 

Other  Office 
Space 

429 

7 

Community 
Space 

160 

S  A 

M  E 

Conference 
Room 

Total 
Space 

967 

9 
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Bureau  of  Alcoholism: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

?ers . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

5q.  r  t. 

Per  s . 

bq.  r  t. 

Pers . 

Private  Office 
Space 

338 

2 

Other  Office 
Space 

81 

1 

Community 
Space 

80 

S  A 

M  E 

Conference 
Room 

Total 
Space 

499 

3 

Bacteriological  Laboratory: 


STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

Sq.  Ft. 

Per  s . 

Sq.  Ft. 

Pers. 

Sq.  Ft. 

Pers. 

5q.  Ft. 

Pers. 

Sq.  Ft. 

Per  s . 

Private  Office 
Space 

546 

3 

Other  Office 
Space 

354 

7 

Community 
Space 

6000 

7 

S  A 

M  E 

Conference 
Room 

Total 
Space 

6900 

17 

I 
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Chemistry  Laboratory: 

STAFF  AND  SPACE  REQUIREMENTS  1967  -  2000 


Actual  1967 

Needed  1967 

1975 

1985 

2000 

bq.  r  t. 

3  e  r  s . 

bq .  r  t. 

Per  s. 

C<-i    TP  + 
oCj .  r  t. 

P  e  r  s . 

3q .  r  Z. 

P  e  r  s . 

oq.  r  l. 

1  )  o  T*  C 

Private  Office 
Space 

546 

3 

Dther  Uilice 
Space 

354 

7 

Community 
Space 

3000 

S  A 

.  M  E 

Conference 
Room 

Total 
Space 

3900 

10 

Suggested  allocations  by  floor  are  as  follows: 
1st  Floor  -  Available  space  6,  373  sq.  ft. 


Accounting 
Personnel 

Records  and  Statistics 
Health  Education 


3,  058  sq.  ft. 

1,  997  sq.  ft. 

695  sq.  ft. 

623  sq.  ft. 


Total 

2nd  Floor  -  Available  space  13,  065  sq.  ft. 


6,  373  sq.  ft. 


Disease  Control  and 

Adult  Health 

1,  208 

sq. 

ft. 

Tuberculosis  Control 

967 

sq. 

ft. 

Chest  X  ray 

1,  934 

sq. 

ft. 

Public  Health  Nursing 

757 

sq. 

ft. 

Bureau  of  Alcoholism 

499 

sq. 

ft. 

Nutrition 

611 

sq. 

ft. 

Dental 

767 

sq. 

ft. 

Food  and  Sanitation 

1,  797 

sq. 

ft. 

Dairy  and  Milk  Inspection 

1,  395 

sq. 

ft. 

Birth  and  Death  Registry 

1,  546 

sq. 

ft. 

Conference  Rooms 

600 

sq. 

ft. 

Lunch  Room 

650 

sq. 

ft. 

Unallocated 

334 

sq. 

ft. 

Total 


13,  065  sq.  ft. 


3rd  Floor  -  Available  space  10,  205  sq.  ft. 

Administration  '  2,  167  sq.ft. 
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3rd  Floor  (cont'd) 


Auditorium 

2,  109 

sq. 

ft. 

Mental  Health 

2,  551 

sq. 

ft. 

Maternal  and  Child  Health 

1,  396 

sq. 

ft. 

Crippled  Children 

1,  173 

sq. 

ft. 

Conference  Rooms 

600 

sq. 

ft. 

Unallocated 

209 

sq. 

ft. 

Total  10,  205  sq.  ft. 

4th  Floor  -  Available  space  10,  866  sq.  ft. 

Bacteriological  Laboratory 
Chemistry  Laboratory 
Unallocated 


6, 

900 

sq. 

ft 

3, 

900 

sq. 

ft 

66 

sq. 

ft 

Total  10,  866  sq.  ft. 

Basement  -  Available  space  19,  747  sq.  ft. 

Storage  5,  496  sq.  ft. 

Parking  and  Garage  14,  251  sq.  ft.  * 

Total  19,  747  sq.  ft. 

*This  is  a  reduction  of  2,  496  sq.  ft.   in  parking  area  over 
present  allocations.     Storage  has  been  increased  by  this 
amount.     This  is  the  space  in  the  northeast  corner  of 
the  basement,   originally  used  for  repair  facilities. 

8  -    Library  Services 

The  main  Public  Library  building  is  located  on  the  east  side  of  the 
Civic  Center  Plaza.     The  building  contains  a  total  of  176,  856  square  feet 
of  which  94,898    square  feet  are  usable.     Thus,  the  building  has  a  very 
low  efficiency  rate  of  54  percent.     The  library  currently  houses  approxi- 
mately 600,  000  volumes. 

Many  studies  have  been  done  in  the  past  on  the  need  for  increased 
main  library  facilities  in  the  City  and  County  of  San  Francisco.  EBS 
Management  Consultants  Incorporated  agrees  with  the  recommendations 
for  better  facilities,   and  we  can  see  considerable  merit  in  the  concept  of 
creating  a  super -library  in  San  Francisco  to  serve  northern  California. 
Such  a  reference  and  research  center  would  be  a  worthy  addition  to  serve 
the  special  and  technical  needs  of  the  business,  educational  and  cultural 
communities  in  the  northern  half  of  the  state. 
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The  California  State  Library  in  Sacramento  has  published  a  report 
outlining  the  goals  and  functions  of  such  a  reference  and  research  center. 
Three  items  from  this  report  follow: 

These  libraries  to  move  toward  the  following  program 
goals : 

a.  at  least  750,  000-1,  000,  000  titles 

b.  20,  000-22,  000  titles  added  per  year 

c.  8,  000  periodical  and  newspaper  subscriptions 

d.  2,  000  educational  films 

e.  complete  depository  for  state  government  documents  and 
depository  for  selected  federal  documents 

f.  specialized  subject  librarians  in  25-35  fields 

These  libraries  to  serve  both  individual  library  users  and  library 
systems  as: 

a.  center  for  consultation  of  specialized  material 

b.  source  of  interlibrary  loan  requests  from  systems  in  part  of 
the  state  in  which  center  is  located 

c.  interlibrary  reference  by  rapid  communication,   the  Los 
Angeles  Public  Library  from  some  eighteen  reader  subject 
centers  in  Southern  California,  the  San  Francisco  Public 
Library  from  some  eleven  reader  subject  centers  in  the 
Greater  Bay  area,   and  the  Sacramento  reference  and 
research  center  from  the  reader  subject  centers  in  the  north. 

The  three  Reference  and  Research  Centers  to  receive 
special  state  grants  for  serving  at  this  advanced  level 
for  the  California  residents  living  in  these  areas."' 

We  have  been  advised  that  since  the  publication  of  the  report,  the 
number  of  proposed  centers  has  been  reduced  from  3  to  2:    one  in  Los 
Angeles  serving  the  southern  part  of  the  state,   and  one  in  San  Francisco 
serving  the  northern  half  of  California. 

Thus,   if  San  Francisco  is  to  develop  a  reference  and  research  center, 
it  is  obvious  that  new  library  facilities  are  needed.     If  the  present  main 
library  building  is  to  be  used  as  a  part  of  a  library  complex,  then  space 
must  be  found  for  additional  quarters. 


*    Lowell  A.   Martin  and  Roberta  Bowber,   "Public  Library  Service  Equal 
to  the  Challenge  of  California,  "  Sacramento,   June  30,  1965,  p.  76. 
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9  -  War  Memorial  Opera  House  and  Veterans1  Building 

These  magnificent  buildings  were  built  in  the  1930's  and  are  located 
on  Van  Ness  Avenue  across  from  City  Hall.     They  are  of  the  same  general 
design  as  other  buildings  in  Civic  Center,   and  while  not  located  on  the 
Plaza,  they  nevertheless  complement  the  overall  design  and  are  a  worthy 
addition  to  the  area.     There  are  three  main  functions  located  in  these  two 
buildings : 

The  Opera  House  and  its  administrative  staff 
The  San  Francisco  Museum  of  Art 
-     The  offices  and  ceremonial  rooms  for  the  various 
veterans'  organizations 

a  -    The  Opera  House  and  Its  Administrative  Staff 

There  is  an  obvious  shortage  of  rehearsal  space  in  the  Opera  Building. 
This  lack  causes  a  severe  strain  in  operations  and  helps  to  limit  the  use 
of  the  building  for  cultural  purposes.     Turn  around  and  rehearsal  time 
takes  away  from  the  number  of  days  available  for  performances. 

The  office  space  allocated  to  the  administrative  staff  of  the  Opera 
House  is  incredibly  cramped  and  crowded. 

b  -    The  San  Francisco  Museum  of  Art 

The  art  works  of  the  museum  are  on  display  on  the  fourth  floor  of  the 
Veterans'  Building.     Here  again,   quarters  are  cramped,   and  much  of  the 
permanent  collection  cannot  be  on  permanent  display.     Office  space  for  the 
administration  of  the  museum  is  very  cramped  and  crowded.     The  north 
basement  is  used  for  storage  purposes. 

c  -    The  Offices  and  Ceremonial  Rooms  for  the  Various  Veterans' 
Organizations 

The  south  basement,   first,   second  and  third  floors  of  the  Veterans' 
Building  are  with  few  exceptions  given  over  to  office  space,  and  meeting 
and  ceremonial  rooms  for  the  various  veterans'  organizations.  Included 
in  this  space  is  an  1100 -seat  auditorium.     Much  of  the  space  is  utilized 
infrequently,  and  usually  in  the  evenings. 

A  study  should  be  conducted  to  determine  a  more  equitable  and  rational 
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use  for  the  space  contained  within  the  Veterans'  Building.     This  prime 
space  definitely  is  under -utilized,  and  consideration  should  perhaps  be 
given  to  increasing  the  space  allotted  to  the  Museum  of  Art.  Further, 
space  in  this  building  should  be  found  for  the  offices  of  the  Opera 
Administration.     Many  of  the  ceremonial  rooms  could  serve  a  dual 
function  on  a  regular  basis  by  utilizing  them  for  rehearsal  space  for 
certain  aspects  of  the  Opera  Building  needs  in  this  area.  Similarly, 
City  and  County  Departments  in  the  Civic  Center  area  should  have 
daytime  access  to  space  in  the  Veterans'  Building  on  an  as  needed  basis 
for  large  meetings  and  conferences;  e.  g.  ,   examination  activities  in  the 
Civil  Service  Department. 

The  exhibits  on  the  following  pages  summarize  the  staff  and  space 
needs  (net  square  feet  by  department)  for  the  total  Civic  Center  departments 
included  in  our  study. 

10  -  Correlative  Data 

The  graphs  which  follow  this  section  of  the  report  are  included  for 
informational  purposes  only.     The  data  regarding  manning  levels  by 
department  and  function  is  unfortunately  incomplete.  We  were  unable  in 
the  time  at  our  disposal  to  determine  historical  manning  level  trends  for 
all  activities.     This  was  due  to  the  fragmentation  of  staff  in  more  than  one 
location  for  many  City  and  County  departments.     Some  functions  have 
operated  both  within  and  without  Civic  Center  area  over  the  years,  and 
statistics  were  not  available  which  would  allow  us  to  relate  manning 
levels  for  today's  Civic  Center  functions  to  manning  levels  for  the  same 
functions  in  prior  years. 

Personnel  requirements  are  shown  to  increase  during  the  period  from 
the  present  to  the  year  2000.     For  the  departments  and  functions  studied, 
this  increase  is  846  persons  or  39  percent.  As  mentioned  previously  in 
this  report,   a  large  part  of  this  increase  represents: 

-  A  deficiency  in  present  manning  levels;  personnel  should 
be  increased  in  order  to  provide  a  more  acceptable  level  of 
service. 

-  Technological  changes,  primarily  in  the  EDP  area. 

-  State  and  federal  programs. 
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For  these  reasons,   the  large  increase  in  staff  should  not  be  viewed  in 
relation  to  estimated  population  increases.     Staff  deficiencies  have  been 
recognized  in  prior  years  and  attempts  made  to  increase  manning  levels, 
consistent  with  desired  service  levels.     The  graphs  in  most  instances  show 
a  trend  to  the  year  2000  that  is  not  inconsistent  with  prior  performance. 

All  staff  projections  have  been  based  on  discussions  with  the  various 
departments,   and  space  requirements  have  been  developed  to  cover  the 
staff  projected.     It  is  recognized  that  the  manning  levels  proposed  may 
not  be  achieved  in  which  case  more  space  is  provided  than  is  actually 
needed. 

Space  requirements  at  year  Z000  are  shown  to  increase  by  101,  072  sq. 
ft.   over  present  allocations  and  74,423  over  present  needs.  This 
represents  increases  of  17  percent  and  12  percent,  respectively. 
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E  -  GENERAL  DEPARTMENTAL  GEOGRAPHIC  ARRANGEMENTS 

Although  an  employee  may  have  a  well  planned  departmental  work 
place,  optimum  productivity  may  not  be  achieved  because  of  unneces- 
sarily long  interdepartmental  traveling  distances  and  time.     The  results 
of  analyzing  personnel  movement  and  work  flow  may  be  correlated  with 
general  public  traffic  patterns  to  the  various  City  and  County  depart- 
ments and  a  balance  sought  between  the  requirements  by  interdepart- 
mental relationships  and  convenience  of  public  service. 

1  -    Traffic  Study 

In  order  to  provide  a  factual  basis  for  the  analysis  of  department 
relationships,  a  traffic  survey  was  conducted  for  10  working  days  during 
the  latter  part  of  November  and  early  December,   1966.     The  survey 
covered  all  City  and  County  departments   in  the  Civic  Center  area,  ex- 
cept the  City  Library,  the  Public  Utilities  Commission,  the  Redevelop- 
ment Agency,  the  Economic  Opportunity  Council  and  the  Housing  Author- 
ity. 

Individual  personnel  within  each  department  recorded  their  business 
visits  to  other  departments,  visits  from  other  City  employees  and  the 
general  public.    General  public  visits  were  not  verifiable,  but  they  ap- 
peared reasonable  for  the  scope  and  depth  of  City  and  County  services. 

2  -    Interdepartmental  R  elationships 

The  chart  following  this  page  shows  the  interdepartmental  relation- 
ships and  highlights  the  significant  traffic  levels  between  departments. 
Significant  contacts,  a  minimum  of  5  per  day,  have  been  shaded  on  the 
chart. 

Although  the  values  derived  from  the  survey  are  not  absolute,  the 
relative  degree  of  activity  between  departments  has  been  established. 
Included  in  the  count  for  each  department  are  visits  which  reflect  the 
absence  of  a  City  internal  mail  pickup  and  delivery  system.  Therefore, 
total  counts  are  larger  than  they  would  otherwise  be  for  actual  business 
connected  visits.    In  some  instances,  it  seemed  that  visits  to  a  depart- 
ment were  recorded  more  than  once--e.  g.  ,  if  an  employee  visited  more 
than  one  section  in  a  department,    his  trip  was  recorded  in  each  section. 
Similarly,  it  appeared  that  general  public  visits  were  recorded  in  this 
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fashion,  also,  whenever  more  than  one  employee  was  contacted.  There- 
fore, the  absolute  figures  do  not  have  validity;  however,  the  relative 
activity  which  the  totals  represent  for  each  department  should  be  a  valid 
indication  of  relationships. 

It  should  be  noted  that  access  to  data  bank  information  will  elimi- 
nate the  need  for  such  interdepartmental  contact.    When  the  new  EDP 
system  is  functioning  and  stored  information  is  available  to  user  depart- 
ments, personal,  telephone  and  mail  contact  with  other  functions  in  the 
City  and  County  Government  will  be  greatly  reduced  and  the  present  need 
for  proximity  of  interrelated  functions  will  be  reduced. 

In  suggesting  the  location  of  departments  in  the  following  section  of 
the  report  --  Alternate  Schemes  for  Future  Space  Requirements  --  we 
have  followed  the  interrelationships  suggested  by  the  traffic  study  and 
the  interrelationships  which  developed  in  the  course  of  our  discussions 
with  departmental  representatives., 

3  -    Public  Convenience  Survey 

A  survey  was  conducted  for  three  days  of  general  public  attitudes 
towards  City  Hall  Departments.     The  card  questionnaires  were  distri- 
buted to  City  Hall  visitors  and  completed  cards  left  in  various  depart- 
ments or  deposited  in  boxes  at  the  Polk  Street  and  Van  Ness  entrances  to 
the  building.    A  total  of  1,  899  questionnaires  were  returned.     The  survey 
card  and  the  results  of  the  survey  are  as  follows: 


HELP  US  TO  SERVE  YOU  BETTER.  Please  Answer  the  Questions  Below: 

Your  means  of  travel  to  the  Civic  Center  □  Private  Auto  □  Public  Transportation  □  Taxi  □  Walk 

1  7  3  4 

If  Private  Auto,  did  you  park  □  Underground  □  Parking  Lot  □  Meter  on  Street  □  Non-meter  on  Street 

5 


HOW  OFTEN  DO  YOU  VISIT  THE 
CIVIC  CENTER? 


Day  Visits 
per  year 

□  □  □ 

9     10  11 


Night  Visits 
per  year 

□  □  □ 

12    13  14 


6  7 

NUMBER  OF  CITY  DEPARTMENTS 
WHICH  YOU  VISITED 

□  ONE 

15 

□  TWO 

16 

□  THREE  OR  MORE 

17 


WAS  THERE  DELAY  IN  CONCLUDING 
YOUR  BUSINESS  WHICH  WAS  DUE 
TO  WAITING  IN  LINE? 


□  YES 
IF  YES  n815Min. 

19 

□  1  Hr. 

21 


□  NO 

23 

□  30  Min. 

20 

□  More  Than  1  Hr. 

22 


Please  Describe  The  Following  Physical  Facilities 

Accessability  of  the  Department     □  Adequate  Q  Inadequate  Counter  Space      □  Adequate  n  Inadequate 

24  25 

□  Adequate  □  Inadequate  Lighting 


Waiting  Room  and/or  Lobby 


26  27 

□  Adequate   □  Inadequate 


28 


29 


30 


31 
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Means  of  Travel 


Three  Day 


One  Day- 


Private  auto 

Public  transportation 

Taxi 

Walk 


1,101 
545 
102 
206 


367 
182 
34 
68 


Parking 

Underground 
Parking  lot 
Meter  on  street 
Non  meter  on  street 


190 
177 
780 
152 


63 
59 
260 
51 


Day  visits  per  year 
Night  visits  per  year 

Number  of  Departments  Visited 

One 
Two 

Three  or  more 

Was  There  a  Delay 

Yes 
No 

If  Delay,  How  Long 

15  minutes 
30  minutes 
1  hour 

More  than  1  hour 

Accessibility  of  Department 

Adequate 
Inadequate 

Adequacy  of  Counter  Space 

Adequate 
Inadequate 

Adequacy  of  Waiting  Rooms 

Adequate 
Inadequate 

Adequacy  of  Lighting 

Adequate 
Inadequate 


58, 315 
8,  162 


786 
489 
546 


392 
1,  325 


231 
110 
50 
66 


1,435 
302 


1,  223 
328 


1 ,210 
361 


1,  219 
314 


262 
163 
182 


131 
442 
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No  attempt  was  made  to  alter  the  individual  questionnaires  in  any- 
way.    Thus  totals  for  certain  categories  do  not  add  up  due  to  incomplete 
or  incorrect  questionnaires. 

The  results  show  that  most  visitors  drive  to  Civic  Center --56%. 
Other  modes  of  transportation  are  as  follows: 

Public  Transportation  28% 
Taxi  6% 
Walk  10% 

Of  those  who  drive  to  Civic  Center  (using  the  total  parking  figure 
of  1,299  instead  of  reported  private  auto  users),   28%  use  off-street 
parking  facilities  and  72%  use  metered  or  non-metered  spaces  on  the 
streets  in  the  area  of  Civic  Center. 

Of  visitors  to  Civic  Center  the  following  percentages  apply  to  number 
of  departments  visited: 

one  43% 
two  27% 
three  or  more  30% 

Thus,  57%  indicate  more  than  one  department  is  visited. 

Seventy-eight  percent  of  the  respondents  did  not  experience  a  delay 
in  transacting  their  business.    Of  the  22%  who  reported  having  to  wait 
in  line,  50%  waited  approximately  15  minutes;  25%  waited  30  minutes; 
11%  waited  one  hour  and  14%  waited  more  than  one  hour. 

In  reporting  their  opinion  regarding  accessibility  of  departments, 
82%  considered  this  to  be  adequate.  Other  features  reported  were  as 
follows: 

Counter  Space  80%  Adequate 

Waiting  Room  77%  Adequate 

Lighting  79%  Adequate 

The  results  generally  show  a  fairly  satisfactory  response.  How- 
ever, in  overall  totals  approximately  20%  of  the  respondents  reported 
inadequacies. 

Remodeled    or  new  facilities  should  enable  the  City  and  County  to 
improve  on  indicated  delays  and  eliminate  inadequacies  in  departmental 
accessibility  and  departmental  facilities. 


F 


-  ALTERNATE  SCHEMES  FOR  FUTURE  SPACE  REQUIREMENTS 


The  following  alternate  schemes  were  considered  in  the  course  of  the 
study: 

1)  City  Hall  as  a  Courts  Building 

Construct  or  lease  quarters  for  City  and  County 
Administrative  offices. 

2)  City  Hall  as  a  combination  Courts  and  Administrative 
Building 

Construct  or  lease  quarters  for  the  remaining 
Administrative  offices. 

3)  City  Hall  as  an  Administrative  Office  Building 
Construct  a  new  Court  House. 

1  -    City  Hall  as  a  Courts  Building 

This  alternative  was  discarded.     The  space  contained  within  the  City 
Hall  Building  is  far  in  excess  of  what  is  required  for  the  Courts. 

Present  net  space  in  City  Hall  328,  900  sq.  ft. 

Net  space  needs  for  the  Courts  to  the 

year  2000  175,  299  sq.  ft. 

2  -    City  Hall  as  a  Combination  Courts  and 

Administrative  Building 

This  alternative  has  been  developed.    However,  the  needs  of  the 
courts,  primarily  the  desirable  private  corridor  system  for  judges  and 
juries,  requires  that  the  two  light  wells  which  are  a  feature  of  the  ex- 
isting building  be  filled  in  on  the  2nd,   3rd,  and  4th  floors  to  provide 
necessary  space.    This  will  add  43,200  square  feet  gross  to  the  building. 
Net  square  footage  from  this  construction  equals  39,  000  feet.  Extensive 
remodeling   will  be  required  to  rearrange  and  modernize  the  building. 

The  space  locations  for  the  various  departments  and  functions  are 
shown  on  the  diagrams  on  the  following  pages  under  the  heading  of  Mass 
Concepts. 

By  floor,  the  space  available  and  space  allocations  for  the  year 
2000  are  as  follows: 
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4th  Floor  -  Gross  100,130  sq.  ft. 

Available  present  space,  net 

Add  light  wells 

Add  corridor  areas  now  used 

Total 

Superior  Court  -  Allocated 

Fan  Rooms 
Rest  Rooms 

Total 

3rd  Floor  -  Gross  98,  220  sq.  ft. 

Available  present  space,  net 

Add  light  wells 

Add  corridor  areas  now  used 

Total 

Superior  Court  -  Allocated 
Municipal  Court  -  Allocated 
Public  Administrator  and  Guardian 
Fan  Rooms 
Rest  Rooms 
Press 

Unallocated 
Total 

2nd  Floor  -  Gross  95,  200  sq.  ft. 

Available  present  space,  net 

Add  light  wells 

Add  corridor  areas  now  used 

Total 

Board  of  Supervisors 
Mayor 

Chief  Administrative  Officer 

Public  Utilities  Commission 

City  Attorney 

Human  Rights 

Social  Planning 

Div.  Finance  and  Records 

Legislative  Representative 

Permit  Appeals 

Sheriff 

Conference  Rooms  ) 
Meeting  Rooms  ) 


Allocated 


52,  850  sq.  ft. 

13,000  "  " 

3, 500  "  " 

69,  350  sq.  ft. 


68,  262  sq.  ft. 

800  sq.  ft. 
288   "  " 


69,  350  sq.  ft. 


53,  430  sq.  ft. 
13,000   "  11 
1,  725    "  " 

68,  155  sq.  ft. 


20,  416  sq.  ft 
36, 185 
5,  143 
800 
288 
1,400 
3,  923 


68,  155  sq.  ft. 


52,  720  sq.  ft. 
13,000   "  " 
3, 500    "  " 

69,  220  sq.ft. 


16, 096  s 
9,  719 

2,  203 
4,486 

18, 142 

3,  699 

2,  389 
391 
472 
635 

3,  918 

5,  022 


q.  ft. 
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Press  960  sq.  ft. 

Fan  Rooms  800  "  " 

Rest  Rooms  288  "  " 

Total  69,  220  sq.  ft. 

Main  Floor  -   Gross  117,600  sq.ft. 

Present  space,  net  78,000  sq.ft. 

Assessor  17,366  "  " 

Tax  Collector  7,815  "  " 

Treasurer  3,619  "  " 

Controller  7,984  "    ' ' 

Registrar  3,  181  "  11 

Recorder  8,830  "  " 

County  Clerk  13,330  11  " 

Law  Library  12,236  "  " 

New  Stairwells  576  "  " 

Fan  Rooms  800  "  " 
Conference  Rooms  ) 

Meeting  Rooms        )  1,975  11  " 

Rest  Rooms  288  "  " 

Total  78,  000  sq.  ft. 

Basement  -  Gross  120,440  sq.ft. 

Present  space,  net                                             78,020  "  " 
Add  for  corridors  and  other 

areas  now  used  16,000  "  " 

Total  94,  020  sq.  ft. 

Law  Library  15,809  "    ' ' 

Mail  Room  1 ,  800  "  " 

Centrex  and  Switchboard  6,865  "  " 

Registrar  4,  605  "  " 

EDP  28,838  "  " 

Controller  5,641  "  " 

Tax  Collector  &  Treasurer  (Parking  meter 

and  coin  lift  access)  1,582  "  " 

Fan  Rooms  800  11  " 

Lunch  Room  4,854  "  " 

Janitor  7,746  "  " 

Building  Repair  10,379  "  " 

New  Stairwells  525  "  " 

Storage  4, 576  "  " 

Total  94,  020  sq.  ft. 


The  attic  space  of  5,  210  net  square  feet,  and 
the  mezzanine  space  of  8,670  square  feet  should 
be  used  for  storage  purposes. 
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The  remaining  departments  will  have  to  be  housed  outside  of  City 
Hall.    We  have  briefly  reviewed  available  space  for  lease  and  deter- 
mined that  a  new  structure  would  be  more  suitable  for  the  City.  The 
only  building  which  may  become  available  near  Civic  Center  is  the  pre- 
sent Merchandise  Mart  building  on  Market  Street.     This  structure  has 
some  900,  000  square  feet  of  space- -far  more  than  the  City  needs.  It 
would  not  be  desirable,  in  our  opinion,  to  have  City  offices  in  this 
building  along  with  other  users.     The  Mart  is  also  approximately  Z\ 
blocks  away  from  City  Hall,  and  outside  of  the  Civic  Center  area.  We 
have  not  determined  lease  costs  and  suggest  that  if  any  interest  exists 
in  leasing  space  in  this  building  that  a  comparative  analysis  of  costs  be 
made. 

Remaining  Departments 


Public  Works 

67,481 

Safety  Office 

665 

Parking  Authority 

1,  176 

City  Planning 

12, 607 

Redevelopment  Agency 

8,  366 

Relocation  Agency 

1,597 

Real  Estate 

2,  626 

Civil  Service  Commission 

26, 016 

Health  Service  System 

3,  186 

Retirement  System 

6,  323 

Housing  Authority 

12, 000 

Economic  Opportunity  Council 

7,  987 

Art  Commission 

1,  536 

Purchasing 

10, 835 

Reproduction  Bureau 

6,  280 

Conference  Rooms  ) 

Meeting  Rooms  ) 

5,  200 

Total 

173, 881 

These  departments  would  require  a  new  building  of  173,881  square 
feet  net,  or  allowing  25%  for  building  services,  a  total  of  231,841  square 
feet.    The  suggested  location  for  this  building  is  the  one  half  block  on  the 
north  side  of  McAllister  Street,  between  Van  Ness  Avenue  and  Polk  Street. 
The  relative  space  locations  are  shown  on  the  drawings  which  follow  under 
the  heading  of  Mass  Concepts. 

3  -    City  Hall  as  an  Administrative  Office  Building 

We  have  determined  that  the  space  needs  of  the  Administrative  offices 
can  be  accommodated  in  the  present  City  Hall  structure  to  the  year  2000, 
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except  for  the  Redevelopment  Agency,  the  Economic  Opportunity  Council 
and  the  Housing  Authority. 

Extensive  remodeling  of  the  building  will  be  required;  however,  the 
existing  light  wells  can  remain. 

The  relative  space  locations  are  shown  on  the  drawings  which  follow 
under  the  heading  of  Mass  Concepts. 

Space  allocations  by  floor  are  shown  below: 

4th  Floor  -  Gross  85,  730  sq.  ft. 


Present  net  space  52,850  sq.ft. 

Add  for  corridors  now  used  3,500    "  " 

Total  56,  350  sq.  ft. 

Bureau  of  Engineering  30,  100    "  11 

Bureau  of  Building  Inspection  19,  107    11  " 

Real  Estate  2,  626   "  " 

Central  Permit  Bureau  3,  015    "  11 

Fan  Rooms  800    "  11 

Rest  Rooms  288    "  " 

Conference  Rooms  414    11  " 

Total  56,  350  sq.  ft. 

3rd  Floor  -  Gross  83,820  sq.ft. 

Present  net  space  53,430  sq.ft. 

Add  for  corridors  now  used  1,725    "  " 

Total  55,  155  sq.  ft. 

Bureau  of  A rchitecture  10,564    "  " 

Public  Works  3,  650    "  " 

Safety  Office  665    "  " 

Parking  Authority  1,  176    "  " 

City  Planning  12,607    "  " 

City  Attorney  18,142    "  11 

Relocation  Agency  1,597    11  " 

Fan  Rooms  800    "  " 

Rest  Rooms  288   "  " 
Conference  Rooms  ) 

Meeting  Rooms         )  3,  000    "  " 

Art  Commission  1,536    "  " 

Unallocated  1,130    "  " 

Total  55,  155  sq.  ft. 
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2nd  Floor  -  Gross  95,200  sq.  ft. 


Present  net  space  52,  720  sq.  ft. 

Add  for  corridors  now  used  3,  500    "  " 

Total  56,  220  sq.  ft. 

Board  of  Supervisors  16,096  sq.ft. 

Mayor  9,719    "  " 

Chief  Administrative  Officer  2,  203    "  " 

Public  Utilities  Commission  4,486    "  " 

Permit  Appeals  635    "  11 

Social  Planning  Agency  2,  389    11  " 

Human  Rights  Commission  3,  699    "  " 

Purchasing  Department  7,  035    "  11 

Health  Services  System  3,  186   "  " 

Director  of  Finance  and  Records  391    11  " 

Legislature  Representative  472    "  " 
Conference  Rooms  ) 

Meeting  Rooms        )  3,  861    "  " 

Press  960   "  " 

Fan  Rooms  800   "  " 

Rest  Rooms  288    "  " 

Total  56,  220  sq.  ft. 

Main  Floor  -  Gross  117,600  sq.ft. 

Present  net  space  78,  000  sq.  ft. 

Assessor  17,366   "  " 

Tax  Collector  7,815    "  " 

Treasurer  3,  619    11  " 

Controller  7,984   "  " 

Registrar  4,  181    "  11 

Recorder  8,830    "  " 

Retirement  System  6,  323    "  11 

Civil  Service  18,554   "  " 
Conference  Rooms  ) 

Meeting  Rooms         )  1,664    "  " 

New  Stairwells  576   11  " 

Fan  Rooms  800    "  " 

Rest  Rooms  288    "  " 

Total  78,  000  sq.  ft. 

Basement  -  Gross  120,440  sq.  ft. 

Present  net  space  78,  020  sq.  ft. 

Add  for  corridors  and  other  areas  now  used  16,  000    11  " 

Total  94,  020  sq.  ft. 
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Civil  Service 

6,  328 

Switchboard 

2,  000 

EDP 

28, 838 

Tax  Collector  and  Treasurer 

1,  582 

Controller 

5,  641 

Registrar  of  Voters 

3,  605 

Reproduction  Bureau 

6,  280 

Odllipitr  IxUUIIl 

D  ,  OuU 

Lunch  Room 

4,  854 

Building  Services 

10, 379 

Janitorial  Services 

7,  746 

Storage  -  various  areas 

12, 967 

Total 

94, 020 

sq.  ft. 


The  attic  space  of  5,210  sq.ft.  and  the  mezzanine  space 
of  8,  670  sq.  ft.   should  be  used  for  storage  purposes. 

The  Courts  Building  should  therefore  have  the  following  net  square 
footage: 


Superior  Court 
Municipal  Court 
County  Clerk 
Sheriff 

Public  Administrator  and  Guardian 
Law  Library- 
Total 


88,  678  sq.  ft 
36, 185 
13, 330 

3,918 

5,  143 
28, 045 


175,  299  sq.  ft. 


Given  a  building  70%  efficient,  the  gross  requirement  would  there 
fore  be  250,  427  square  feet. 

4  -    Recommended  Scheme 


It  is  recommended  that  Scheme  3  -  City  Hall  as  an  Administrative 
Office  Building:    Construct  a  new  Court  House  -  be  adopted.     The  reasons 
for  this  recommendation  are  as  follows: 


The  remodeling  of  City  Hall  as  a  Courts  and  Administrative 
Building  would  be  extremely  difficult.    It  would  be  almost 
impossible  to  conduct  business  in  the  Courts  area  of  the 
building  while  this  work  was  in  progress.    Provision  of 
rented  or  other  quarters  for  the  Courts  during  this  period 
does  not  appear  to  be  practical. 

Light  well  construction  work  would  make  it  difficult,  if  not 
impossible, to  conduct  business  as  usual  for  other  City  and 
County  departments. 
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The  construction  of  a  new  Courts  Building  will  allow  remod- 
eling to  be  completed  on  the  3rd  and  4th  floors  of  City  Hall 
after  the  Courts  have  vacated  this  space. 

City  Hall  is  a  symbol  of  City  and  County  Government. 

Under  this  recommended  scheme  -  all  departments  and  functions  of 
the  City  and  County  Government  in  Civic  Center  can  be  accommodated  in 
a  remodeled  City  Hall  except  for  the  following: 

The  Courts  and  related  functions 
The  Economic  Opportunity  Council 
The  Redevelopment  Agency 
The  Housing  Authority 
The  Health  Department 

The  Records  Center  and  portions  of  the  Registrar's  functions 
Sealer  of  Weights  and  Measures  and  Testing  Laboratory 
The  Public  Library 

The  Courts  and  related  functions  should  be  accommodated  in  a  new  facilit 
to  be  built  in  Civic  Center. 

The  Economic  Opportunity  Council,  the  Redevelopment  Agency  and 
the  Housing  Authority  should  be  brought  into  Civic  Center.     The  450 
McAllister  Street  Building  could  be  remodeled  to  accommodate  these 
activities. 

Net  space  available  34,350  sq.ft. 
Net  space  requirements  (year  2000). 

Economic  Opportunity  Council  7,987  sq.ft. 

R edevelopment  Agency  8,366    11  " 

Housing  Authority  12,000  "  " 
Unallocated  5,  997    "  " 

Total  34,  350  sq.  ft. 

The  Health  Department  should  continue  to  occupy  the  building  at 
101  Grove  Street.     This  building, when  remodeled, should  prove  adequate 
for  the  needs  of  the   department  to  the  year  2000. 

The  Records  Center  and  the  Suitcase  and  Voting  Machine  Storage 
and  Maintenance  activities  should  be  centralized  in  a  building  outside  of 
Civic  Center.    Further  study  is  required  to  determine  the  size  of  build- 
ing needed  for  these  functions  and  its  location. 

The  Sealer  of  Weights  and  Measures  and  the  Testing  Laboratory  of 
the  Engineering  Bureau  should  be  located  outside  of  Civic  Center. 
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5  -    New  Construction 

It  has  been  determined  that  leasing  or  purchasing  existing  buildings 
to  provide  space  under  either  of  the  developed  alternatives  is  not  practi- 
cal.    The  only  space  large  enough  for  the  City  and  County  needs  is  the 
Merchandise  Mart  building  on  Market  Street.    It  has  been  mentioned 
previously  that  we  feel  that  this  building  is  too  far  removed  from  Civic 
Center  and  its  space  is  not  suitable  for  a  courts  function.    Also,  we  do 
not  feel  that  the  City  and  County  administrative  and  technical  functions 
should  share  space  with  non -governmental  functions  as  would  be  the  case 
in  a  building  of  this  size. 

Drawings  have  been  prepared  showing  the  suggested  locations  of  de- 
partments in  new  buildings  under  each  of  the  alternatives.    Space  allo- 
cations by  floor  are  shown  below. 

NEW  COURTS  BUILDING 

5  floors  plus  basement  -  40,  000  sq.  ft.  per  floor 

2  levels  underground  parking  40,  000  sq.  ft.   each  level 

Total  320,  000  sq.  ft. 

Fifth  Floor 

Gross  space  available  40,000  sq.ft. 

Deduct  for  corridors,  washrooms 

elevators,  lobbies,  etc.  8,018   "  " 

Net  Space  Available  31,982  sq.ft. 

Courts,  Jury  Rooms,  Chambers, 

Conference  Rooms,  Clerks,  Reporters  31,982  sq.ft. 

Fourth  Floor 


Gross  space  available  40,  000  sq.  ft. 
Deduct  for  corridors,  washrooms, 

elevators,  lobbies,   etc.  8,018    "  " 

Net  Space  Available  31 ,  982    sq.  ft. 

Courts,  Jury  Rooms,  Chambers, 

Conference  Rooms,  Clerks,  Reporters  31,982  sq.ft. 
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Third  Floor 

Gross  space  available 
Deduct  for  corridors,  washrooms, 
elevators,  lobbies,  etc. 

Net  Space  Available 

Courts,  Jury  Rooms,  Chambers, 

Conference  Rooms,  Clerks,  Reporters 

Second  Floor 


Gross  space  available 
Deduct  for  corridors,  washrooms, 
elevators,  lobbies,  etc. 

Net  Space  Available 

Courts 

Hearing  Rooms 

Clerk  of  Municipal  Court  and  Jury  Commission 
Secretary  of  Superior  Court  and  Court  Commission 
Public  Administration  and  Guardian 
Sheriff 

Total 
First  Floor 


Gross  space  available 
Deduct  for  corridors,  washrooms 
elevators,  lobbies,  etc. 

Net  Space  Available 

Law  Library 
County  Clerk 
Grand  Jury 
Press 

Total 

Bas  ement 


40,  000  sq.  ft. 

8,  018    "  M 
31,  982  sq.  ft. 

31,  982  sq.  ft. 

40,  000  sq.  ft. 

5, 719   "  " 
34,  281  sq.  ft. 


8,  237  sq.  ft 
3,  998 
7,  792 
5,  193 
5,  143 
3,  918 


34,  281  sq.  ft. 


40,  000  sq.  ft. 

4, 830   "  " 
35,  170  sq.  ft. 

18,  133  sq.  ft. 

13,330  "  " 
1,907  11  11 
1, 800   "  " 

35,  170  sq.  ft. 


Gross  space  available 
Deduct  for  Building  Services 

Net  Space  Available 

Law  Library 
Unallocated  Space 


40,  000  sq.  ft. 
17, 987    "  " 

22,  013  sq.  ft. 

9,912  sq.  ft. 
12,101    "  " 


Total 


22,  013  sq.  ft. 
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Parking  Levels  (2) 
Total  Gross 

Total  Net  (Excluding  Parking) 


80,  000  sq.  ft. 


320,  000  sq.  ft. 
175,  309  sq.  ft. 


NEW  ADMINISTRATIVE  BUILDING 

5  floors  plus  basement  -  36,250  sq.ft.  per 
2  levels  underground  parking  40,  000  sq.  ft. 

Total 

Fifth  Floor 

Gross  space  available 
Deduct  for  windows,  washrooms, 
elevators,  lobbies,  etc. 

Net  Space  Available 

Bureau  of  Engineering 
Conference  and  Meeting  Rooms 

Total 

Fourth  Floor 


floor 

each  level 


Gross  space  available 
Deduct  for  corridors,  washrooms, 
elevators,  lobbies,  etc. 

Net  Space  Available 

Bureau  of  A rchitecture 
Art  Commission 
Public  Works  General  Offices 
Parking  Authority- 
Safety  Office 

City  Planning  Department 
Conference  and  Meeting  Rooms 

Total 
Third  Floor 


Gross  space  available 
Deduct  for  corridors,  washrooms, 
elevators,  lobbies,  etc. 


297,  500  sq.  ft. 


36, 250 
4,  526 


sq.  ft. 


31,  724  sq.  ft. 

30,  100  sq.  ft. 
1,  624    "  " 

31,  724  sq.  ft. 


36, 250 
4,  526 


sq.  ft. 


31,  724  sq.  ft. 

10,  564  sq.  ft. 

1,536 

3,  650 

1,  176 
665 
12, 607 

1,  526 

31,  724  sq.  ft. 


36, 250 
4,  526 


sq.  ft. 


Net  Space  Available 


31,  724  sq.  ft. 
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Housing  Authority  12,000  sq.ft. 

Economic  Opportunity  Council  7,987    "  " 

Redevelopment  Agency  8,  366    "  " 

Real  Estate  Department  2,626   "  " 

Conference  Rooms  745    "  11 

Total  31,  724  sq.  ft. 

Second  Floor 

Gross  space  available  36,  250  sq.  ft. 
Deduct  for  corridors,  washrooms, 

elevators,  lobbies,  etc.  4,526    "  " 

Net  Space  Available  31,724  sq.ft. 

Bureau  of  Building  Inspection  19,  107  sq.  ft. 

Central  Permit  Bureau  3,015    "  " 

Purchasing  Department  7,035    "  11 

Relocation  Agency  1,597    "  " 

Conference  and  Meeting  Rooms  970    "  " 

Total  31,  724  sq.  ft. 

First  Floor 

Gross  space  available  36,  250  sq.  ft. 
Deduct  for  corridors,  washrooms, 

elevators,  lobbies,  etc.  10, 875    "  " 

Net  Space  Available  25,  375  sq.  ft. 

Civil  Service  Commission  15,866  sq.ft. 

Health  Service  System  3,186   "  " 

Retirement  System  6,  323   "  " 

Total  25,  375  sq.  ft. 

Basement 

Gross  space  available  36,250  sq.ft. 

Deduct  for  Building  Services  16,  020    "  " 

Net  Space  Available  20,  230  sq.  ft. 


Civil  Service  Commission  10,  150  sq.ft. 

Sample  Room  3,  800   "  " 

Reproduction  Bureau  6,  280    11  " 

Total  20,  230  sq.  ft. 

Parking  Levels  (2)  80,  000  sq.  ft. 

Total  Gross  297,  500  sq.  ft. 

Total  Net   (Excluding  Parking)  172,  501  sq.  ft. 
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The  location  of  new  buildings  within  the  Civic  Center  area,  once  pro- 
jections for  future  personnel,  floor  space,  and  land  requirements  are 
determined,  is  an  extremely  important  decision.     The  visual,  physical 
structures  of  government  often  have,  in  the  minds  of  the  public,  greater 
symbolic  association  and  representation  as  government  than  the  employees 
and  systems  functioning  therein.    People  see  the  buildings  frequently  but 
many  may  never  actually  enter  them.    Moreover,  since  the  majority  of 
governmental  expenditures  are  related  to  personnel,  it  is  desirable  to 
obtain  maximum  efficiency  in  job  performance  from  employees  by  lo- 
cating buildings  where  employees  can  most  effectively  coordinate  and 
communicate.    Finally,  the  costs  to  be  borne  for  purchasing  additional 
sites    from  the  private  sector  and  the  tax  loss  must  be  considered. 

Under  each  of  the  two  most  feasible  schemes  for  utilizing  existing 
space  in  City  Hall  -  i.  e.  ,  City  Hall  as  an  Administrative  Office  Building 
and  City  Hall  as  Courts  and  Office  Building  --  one  additional  building 
must  be  constructed.    In  the  first  situation  a  New  Courts  Building  and  in 
the  second  situation  a  new  Administrative  Building  is  required. 

Selecting  the  most  desirable  site  for  the  new  Administrative  Build- 
ing or  the  new  Courts  Building  based  on  our  reconnaissance,  and  on  ob- 
jective and  subjective  values  regarding  physical  and  locational  factors, 
cannot  be  effective  unless  the  total  future  municipal  site  demands  are 
considered.    The  decision  must  be  made  on  the  basis  of  the  merits  of 
competing  demands  for  Civic  Center  sites. 

Our  analysis  of  the  immediate  Civic  Center  area  shows  that  there 
are  five  logical  sites  available  for  public  construction: 

1)  Marshall  Square  --  the  block  bounded  by  Larkin,  Fulton,  Hyde, 
and  Grove  Streets.    Block  #354. 

2)  Commerce  High  School  football  field  --  the  block  bounded  by 
Hayes,  Grove  and  Franklin  Streets  and  Van  Ness  Avenue. 
Block  #810. 

3)  Grove  Street  between  Polk  Street  and  Van  Ness  Avenue,  that 
portion  of  the  north  half  of  block  #811  not  occupied  by  the  De- 
partment of  Public  Health. 


EBS  MANAGEMENT  CONSULTANTS  INCORPORATED 


4)  McAllister  Street  between  Van  Ness  Avenue  and  Polk  Street. 
The  south  half  of  Block  #766. 

5)  McAllister  Street  between  Larkin  Street  and  Hyde  Street.  The 
south  half  of  Block  #347. 

Several  governmental  agencies  now  have  plans  for  these  sites  which 
conflict  in  some  situations.    The  Library  Commission  has  plans  to  turn 
the  Main  Library  into  a  Regional  Reference  and  Research  Center  and  to 
construct  a  new  Main  Library  building  of  300,000  square  feet  as  recom- 
mended in  the  study  "A  Study  of  Main  Library  Building  Facilities,"  a 
joint  study  by  the  San  Francisco  Library  staff,  Library  building  consul- 
tants, and  John  S.  Bolles,  Architect.     The  site  recommended  for  consider- 
ation is  Marshall  Square.    However,  the  1966  San  Francisco  County  Grand 
Jury  recommended  the  construction  of  a  new  Court  House  Building  on  the 
Marshall  Square  Site  based  on  needs,  desirable  location,  and  historical 
precedents.    The  Library  should  also  consider  Site  Number  4  above, 
which  is  across  the  street  from  the  North  Side  of  the  Library  building. 
A  new  Library  structure  on  this  site  could  be  connected  with  the  existing 
building  by  tunneling  under  McAllister  Street. 

McAllister  Street  between  Van  Ness  and  Polk  Street  is  a  suitable 
site  for  a  new  administrative  building  if  City  Hall  is  used  for  both  ad- 
ministration and  courts.    The  building  would  be  strategically  located 
across  the  street  from  City  Hall.    An  underground  pedestrian  passage 
could  connect  the  two  buildings  effectively. 

The  Commerce  High  School  football  field  has  been  recently  recom- 
mended as  the  site  of  a  project  now  in  the  planning  stage  by  the  San  Fran- 
cisco Title  III  Supplementary  Education  Center  of  the  San  Francisco 
Unified  School  District.    The  Center  is  proposing  a  city -wide  learning 
center  containing  auditoria,  library  facilities,  music  practice  rooms, 
etc.  ,  for  cultural  and  creative  arts.    This  center  could  also,  if  jointly 
financed  through  San  Francisco  City  and  County  funds  and  funds  available 
under  Title  III,  contain  suitable  office  space  for  the  San  Francisco  Unified 
School  District.    Parking  is  planned  underground. 

The  football  field  site  is  also  an  alternative  site  possibility  for  a 
new  Court  House  if  Marshall  Square  is  used  for  other  purposes. 
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The  City  and  County  of  San  Francisco  should  evaluate  each  of  these 
five  sites  and  the  competing  possibilities  for  utilization. 

G  -  REQUIREMENTS 

Any  grouping  of  buildings  of  the  character  and  extent  of  San  Fran- 
cisco's Civic  Center  should  not  be  allowed  to  become  hemmed  in  by  other 
construction  if  it  is  at  all  possible  to  preserve  open  space  areas  along 
its  periphery.    The  magnificent  plaza  is  itself  an  open  area  of  consider- 
able size.    However,  with  probable  future  City  and  County  construction 
in  the  Civic  Center  the  plaza  will  become  the  only  open  space. 

The  City  and  County  of  San  Francisco  should  give  careful  consider- 
ation to  the  acquisition  of  the  following  properties  for  open  space  use.4 

1)  Remaining  unowned  land  in  the  south  half  of  block  766  (Van 
Ness  and  McAllister) 

2)  South  half  of  block  767  (Franklin,  McAllister  and  Van  Ness) 

3)  West  half  of  block  811  (Van  Ness  and  Hayes) 

4)  Southeast  quarter  of  block  811  (Hayes  and  Polk) 

5)  East  half  of  block  814  (Fell,  Polk  and  Hayes) 

6)  East  lot  of  block  835  (Market,  Polk  and  Fell) 

See  map  following  the  section  on  Parking  Needs  for  block  location. 

Blocks  767  and  814  are  also  suggested  for  consideration  as  parking 
lots.    Open  space  areas  can  also  be  used  as  parking  lots  and  not  be  in- 
compatible with  the  concept  of  their  prime  purpose. 

These  properties  can  also  serve  as  "insurance"  in  the  eventuality 
that  new  future  functions  or  activities  not  considered  in  this  report  be- 
come a  requirement  and  additional  building  space  is  needed  in  the  Civic 
Center. 

An  ideal  situation  would  seem  to  require  that  further  open  sites,  in 
addition  to  those  mentioned  above,  be  acquired.    Acquisition  of  certain 
blocks  on  Market  Street  should  be  considered  if  it  is  felt  that  views  should 
be  opened  up  along  both  the  north-south  and  east-west    axes  of  Civic 
Center.    This  desirable  situation  would  allow  for  a  landscaped  setting 
of  unparalleled  magnificence  for  the  buildings  grouped  around  the  Plaza. 
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The  Market  Street  blocks  are  as  follows: 

1)  351A  (Market,  Jones,  McAllister  and  Leavenworth) 

2)  35  IB  (Market,  Leavenworth,  Fulton  and  Hyde) 

3)  355  (Market,  Hyde,  Grove  and  Larkin) 

It  is  our  understanding  that  a  portion  of  block  35 1A  will  become  an 
open  area  when  the  proposed  Seventh  Street  extension  is  completed.  If 
consideration  is  to  be  given  to  acquisition  of  more  open  space,  further 
study  will  be  required  to  determine  land  costs. 

H  -  MASS  CONCEPTS 

Departmental  locations  are  shown  in  the  diagrams  which  follow  this 
page  for  each  of  the  developed  alternatives. 

1)  City  Hall  is  shown  as  a  Courts  and  Administrative  Center  and 
a  5 -story  structure  with  a  basement  and  2  levels  of  parking  is 
suggested  for  a  City  Administrative  and  Technical  Building. 
This  new  building  should  be  approximately  300,000  gross  square 
feet  (220,  000  square  feet  for  office  space  and  80,  000  square  feet 
for  underground  parking). 

2)  City  Hall  is  shown  as  a  City  Administrative  Office  Building  and 
a  5 -story  structure  with  a  basement  and  2  levels  of  parking  is 
suggested  for  a  new  Courts  Building.     This  new  building  should 
be  approximately  320,000  gross  square  feet  (240,000  square 
feet  for  courts  and  ancillary  services  and  80,000  square  feet 
for  underground  parking). 
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I  -  PARKING  NEEDS 

The  Civic  Center  Development  Plan  of  1959  has  four  parking  struc- 
tures and  several  open  parking  areas  indicated.     The  recent  Downtown 
Parking  and  Traffic  Survey  Report  recently  conducted  by  the  Department 
of  Public  Works  has  concluded  that  about  900  additional  off-street  park- 
ing spaces  will  be  needed  by  1975  in  its  Parking  Study  Zone  2  (See  map 
which  follows).    This  need  is  based  on  studies  by  City  Planning  Consul- 
tants of  existing  buildings  and  buildings  to  be  constructed  for  BART,  and 
studies  by  the  Traffic  Engineering  Section  of  the  Department  of  Public 
Works.    These  extensive  studies  will  be  completed  shortly  and  will  pro- 
vide a  basis  for  determining  overall  parking  needs  in  the  area. 

Presently  the  Civic  Center  blocks  bounded  by  Franklin,  Golden  Gate, 
Hyde  and  Market  have  1,  379  public  off-street  parking  spaces  and  114  City- 
off-street  parking  spaces.    Included  in  these  totals  are  855  spaces  in  the 
Civic  Center  Garage.    This  underground  facility,  at  its  present  price 
structure,  is  completely  full  at  peak  demand  times  and  must  turn  away 
potential  parkers.    The  breakdown  of  public  off-street  parking  spaces 
is  as  follows: 

OFF-STREET  PARKING  SUMMARY  -  NUMBER  OF  SPACES 

City  Block  Public  Off -Street  Parking  Spaces 

767  0 

766  (S.  Oil)  30  36  -  Users 

15  -  All  Day 

765  (State)  0 

347  84  96  -  Users 

62  -  All  Day 

353  20  -  Library 

354  110  138  -  Users 


40  -  All  Day 


355  0 
812  0 


811  40  44  -  Users 

28  -  All  Day 
40  -  City  Spaces  in 
Health  Bldg. 

810  260  -  323  Users  50  -  City  72  -  Users 

200  All  Day  12  -  All  Day 
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400  FEET 


CIVIC  CENTER 


SELECTED    BLOCKS  :    PARKING  STUDY 


Off -Street  Parking  Summary 


-  Number  of  Spaces  (Continued) 


143 


City  Block 

Public 

Off -Street  Parking  Spaces 

787 

0 

L/ity 

/  oo 

ODD 

1, 077  - 

U  s  er  s 

580  - 

All  Day 

786A 

0 

Totals 

1,379  - 

Public 

114  - 

City 

There  are 

912  curb  parking  spaces  within  the  same 

area;  633 

or 

70%  are  available  for  metered 

or  time  limit 

parking.    The  breakdown 

is  as  follows: 

CURB 

PARKING  SUMMARY  -  NUMBER  OF  SPACES 

Block  No.  Meters 

Signs 

No  Parking 

Y  ellow 

K  ea 

JDUS 

White 

767 

29 

9 

16 

13 

1 

1 

766 

47 

15 

4 

3 

6 

5 

765 

33 

10 

1 

6 

4 

347 

34 

12 

6 

1 

6 

2 

353 

57 

1 

10 

1 

354 

61 

4 

- 

355 

14 

18 

5 

6 

- 

812 

27 

6 

2 

2 

8 

811 

34 

3 

17 

7 

810 

39 

3 

7 

4 

786A 

38 

13 

2 

7 

13 

1  c 

787 

90 

2 

6 

13 

7 

788 

84 

5 

1 

4 

_  2/ 

Totals 

587 

46 

58 

31 

36 

99 

55 

U  Green  Space  (812) 
2/     Taxi  Spaces  (788) 

Under  the  alternate  plans  for  City  Hall  which  are  developed  in  this  re- 
port, provision  has  been  made  for  200  underground  parking  spaces  as  a 
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part  of  any  new  building  to  be  constructed.  These  spaces  could  be  used 
by  both  City  and  public. 

We  are  advised  that  the  City  and  County  of  San  Francisco  does  not 


This  is  a  wise  decision  because  the  location  is  so  well  serviced  by  public 
transportation.    Its  use  should  be  encouraged. 

When  the  City  Traffic  Survey  has  been  completed,  consideration 
should  be  given  to  acquisition  of  property  for  parking  structures  and 
surface  parking.     The  following  blocks  among  others  would  seem  to  be 
suitable  (see  map  which  follows): 


J  -    ESTIMATED  COSTS  * 

FIRST  ALTERNATIVE:   Estimated  costs  for  a  remodeled  City  Hall  as 

a  combination  Courts  and  Administrative  building  and  a  new  Administrative 

building  are  as  follows: 

1  -    City  Hall 

Add  2nd,  3rd,  4th  floors  and  roof  to  the  two  (2)  existing  light 
wells: 


contemplate  provision  of  parking  spaces  for  Civic  Center  employees. 


Block  767 


Block  814  east  half 


Alterations  -  Architectural  &  Structural 

New  Construction  -  Architectural  &  Structural 

Plumbing,  Heating  &c  Ventilating 

Electrical 


$10.  00/sq.  ft. 
27.  00/sq.  ft. 
4.  00/sq.  ft. 
4.  50/sq.  ft. 


Total 


$45.  50/sq.  ft. 


Cost  of  Project:  43,  200  sq.  ft.  @    $45.  50/sq.  ft.   =  $1,  965,  600 
The  above  estimate  is  based  on  the  following  assumptions: 
1)      A  passage  from  the  street  to  the  light  wells  for  transporting 


men  and  materials  will  be  permitted. 
2)      The  existing  ground  and  1st  floor  slabs  are  capable  of  support- 


ing the  additional  loading,  if  any. 
3)      Connections  to  existing  mechancial  and  electrical  main  services. 


*Cost  estimates  by  Walter  Kidde  Constructors  Incorporated 

MANAGEMENT  CONSULTANTS  INCORPORATED 


145 


The  following  items  are  not  included  in  the  above  estimate: 

1)  Alterations  to  the  interior  finishes  of  the  existing  ground  and 
1  st  floors. 

2)  Underpinning  of  existing  structures. 

3)  Additional  heating  and  electrical  equipment  which  may  be  re- 
quired. 

4)  Air  conditioning  of  new  office  areas. 

2  -    Renovations  to  Interior  Areas  in  Existing  City  Hall  Building 

Architectural  Removals  $  2.50/sq.  ft 
Mechanical  and  Electrical  Removals  2.  00/ 

Architectural  Remodeling  5.  25/ 

Heating,  Ventilating  2.  50/ 

Plumbing  2.00/ 
Electrical  3.00/ 


Total  $17.  25/sq.  ft. 

Cost  of  Renovations: 

339,  745  sq.  ft.  @  $17.  25/sq.  ft.  =  $5,  860,  600 

The  following  items  are  not  included  in  the  estimate  for  renovating 
the  existing  building: 

1)  Alterations  to  the  following  areas 

a)  Rotunda  Area 

b)  Vestibules 

c)  Gallery 

d)  Elevator  Lobbies 

e)  Supervisors  Council  Chamber 

f)  Mayor's  Office 

2)  Alterations  to  existing  structural  system. 

3)  Air  conditioning  of  existing  areas. 

4)  Alterations  to  existing  roof. 

NOTE:     The  estimates  for  renovating  the  existing  building  and 
filling  in  the  existing  light  wells  are  based  on  all  areas 
being  utilized  as  office  space.    If  court  rooms  are  re- 
quired add  $10.  00/sq.  ft.  to  area  to  be  used  as  court 
rooms.    Therefore,  1 1 1 ,  505  sq.  ft.  @  $10.  00  =  $1 ,  1 15,  050. 

If  the  building  is  to  be  air  conditioned,  add  $4.  50/ sq.  ft. 
to  areas  requiring  air  conditioning.     This  is  based  on 
utilizing  a  central,  not  isolated,  air  conditioning  system. 
339,  745  +  90%  of  43,  200  sq.  ft.   (S$4.  50  =  $1 ,  703,  800 
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To  Recapitulate: 

1)  To  fill  in  light  wells  $  1,965,600 

2)  Remodeling  5,860,600 

3)  Add  for  courts  1,115,050 

4)  Air  conditioning  1,703,800 
Total  $10,645,050 

3  -    New  Administrative  Building 

Estimated  cost  of  a  new  Administrative  building  of  approximately 

2Z0,  000  sq.  ft.  ,  with  two  levels  of  parking  under,  for  200  cars  (40,  000 
sq.ft.   each  level)  for  a  total  square  footage  of  300,000  is  as  follows: 

A rchitectural  and  Structural  $  1  9.  00/ sq.  ft. 
Plumbing,  Heating,  Ventilating  and 

Air  conditioning  5.  00/  "  " 

Electrical  4.  00/  11  " 


Total  $28.  00/sq.  ft. 

Cost  of  Project: 

300,000  sq.ft.  @  $28.  00/sq.  ft.  =$8,400,000 

Under  this  alternative  the  Health  building  at  101  Grove  Street  should 
also  be  remodeled  and  air  conditioned.  The  estimated  cost  for  this  work 
is  as  follows: 

Renovation  to  interior  areas  $17.  25/ sq.  ft. 

Air  conditioning  4.  50/  11 


it  u 


Cost  of  Renovation  and  Air  Conditioning 

69,960  sq.ft.  @  $17.  25/sq.  ft.  =                               $  1,206,810 

49,  000  sq.ft.  @  $  4.50/sq.  ft.  =  220,500 

New  Elevators  (2)  100,  000 

Total  $   1,  527,  310 

Therefore: 

Renovations  to  City  Hall  $10,  645,  050 

New  Administration  Building  8,  400,  000 

Renovations  to  101  Grove  Street  1 ,  527,  310 

Total  $20,572,360 
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Construction  and  Renovation  Costs  $20,572,360 

Layout  preparation  100,000 

Architects  fees             10%  2,057,291 

Contingency                     5%  1,028,645 

Furnishings                     5%  1,028,645 

Art  Commission             2%  411,458 

Total  $25,198,399 

SECOND  ALTERNATIVE:    City  Hall  as  an  Administrative  Center  and 
a  new  Courts  Building. 

1)      Renovations  to  interior  areas  in  existing  City  Hall  Building. 

Architectural  Removals  $  2.50/sq.  ft 

Mechanical  and  Electrical  Removals  2.  00/ 

Architectural  Remodeling  5.  25/ 

Heating,  Ventilating  2.  50/ 

Plumbing  2.  00/ 

Electrical  3.  00/ 


Total  $17.  25/sq.  ft. 

Cost  of  Renovations: 

339,  745  sq.  ft.  @  $17.  25/sq.  ft.  =  $5,  860,  600 

The  following  items  are  not  included  in  the  estimate  for  renovating 
the  existing  building: 

1)  Alterations  to  the  following  areas: 

a)  Rotunda  Area 

b)  Vestibules 

c)  Gallery 

d)  Elevator  Lobbies 

e)  Supervisors  Council  Chamber 

f)  Mayor's  Office 

2)  Alterations  to  existing  structural  system. 

3)  Air  conditioning  of  existing  areas. 

4)  Alterations  to  existing  roof. 

NOTE:     If  a  building  is  to  .be  air  conditioned,  add  $4.  50/sq.  ft.  to 

areas  requiring  air  conditioning.     This  is  based  on  utilizing 
a  central,  not  isolated,  air  conditioning  system.  There- 
fore, 339,745  sq.ft.  @  $4.  50/sq.  ft.  =$1,528,852. 

Total  Cost  of  Renovation  and  Air  conditioning  $5,  860,  600 

1 , 528, 852 

$7,389,452  . 


EBS   MANAGEMENT  CONSULTANTS  INCORPORATED 


148 


Estimated  cost  of  a  new  Court  House  building  of  approximately  240,  000 
square  feet  with  two  levels  of  parking  under  for  200  cars  (40,000  square 
feet  each  level)  for  a  total  square  footage  of  320,  000  is  as  follows: 

Building 

Architectural  and  Structural  $24.  00/sq.  ft. 

Plumbing  1.  50/  "  " 

Heating,  Ventilating  and  Air  conditioning  3.  50/  "  " 

Electrical  4.  00/  "  " 


Total  $33.  00/sq.  ft. 

Parking 

Cost  of  Project: 

240,000  sq.  ft.  @  $33.  00/sq.  ft.   =$  7,920,000 
80,000  sq.ft.®     28.  00/sq.  ft.  2,240,000 

Total  $10,160,000 

Under  this  alternative  the  Health  Department  building  at  101  Grove 
should  also  be  remodeled.    As  has  already  been  developed,  the  estimated 
cost  for  this  work  is  $1,527,310. 

The  building  at  450  McAllister  Street  should  also  be  remodeled  under 
this  alternative.    The  Redevelopment  Agency,   the   Economic  Opportunity 
Council  and  the  Housing  Authority  can  be  brought  into  Civic  Center  to 
occupy  this  structure. 

Renovations  to  interior  areas  $17.  25/ sq.  ft. 

Air  conditioning  4.50/sq.  ft. 

Cost  of  Renovations  and  Air  conditioning 

34,  350  sq.  ft.  @  $17.  25/sq.  ft.  =  $  592,537 

34,  350  sq.  ft.  @  4.50/sq.  ft.  =  154,575 
New  Elevators  (2)  100,  000 

Total  $  847,112 

Therefore: 

Renovation  to  City  Hall  $  7,389,452 

New  Courts  Building  10,160,000 

Renovations  to  101  Grove  Street  1,527,310 

Renovations  to  450  McAllister  Street  847  ,112 

Total  $19,  923,874 
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Architects  fees  10% 

Contingency  5% 

Furnishings  5% 

Art  Commission  2% 


Construction  and  Renovation  Costs 
Layout  preparation 


$19, 923, 874 
100, 000 
1,  992, 387 


996, 194 
996, 194 
398, 477 


Total 


$24, 407, 126 


Alternative  #  1 


$25,  198, 399 


Alternative  #2 


24, 407, 126 


Difference 


$ 


791, 273 


The  recommended  Alternative,  #2,  Renovate  City  Hall  for  use  as  an 
Administrative  Office  Building;  Construct  a  new  Court  House,  Renovate 
101  Grove  Street  and  450  McAllister;  is  cheaper  by  $791,  273. 

For  purposes  of  comparison  underground  parking  facilities  for  each 
alternative  have  been  shown  as  80,000  square  feet.  If  additional  parking 
is  required  costs  will  of  course  increase. 

If  a  central  utility  is  to  be  constructed  to  provide  heat  and  air  con- 
ditioning (cooling)  for  Civic  Center,  these  costs  will  be  somewhat  dif- 
ferent.   Such  a  facility  will  require  additional  study. 

Landscaping  costs  and  demolition  and  make  ready  costs  have  not 
been  included  in  these  estimates. 

The  costs  of  acquiring  or  building  a  structure  to  house  the  Records 
Center  and  the  Voting  Machine,   and  Inspection  Kit  storage  functions  have 
not  been  included.    Further  study  will  be  required  to  determine  these 
costs. 

The  costs  involved  in  acquiring  space  outside  of  Civic  Center  for 
the  Sealer  of  Weights  and  Measures  and  the  Engineering  Testing  Labora- 
tory have  not  been  included.    Further  study  will  be  required  to  deter- 
mine these  costs. 

K  -  PLANS  FOR  DEVELOPMENT  -  RECOMMENDED  SCHEMES 

In  order  to  implement  the  recommended  scheme  a  schedule  is  neces- 
sary.    The  implementation  falls  naturally  into  the  following  phases: 

1)      Construct  a  new  Court  House.    If  Marshall  Square  is  chosen 
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as  the  site  of  this  new  building  space  must  be  found  on  a  tem- 
porary basis  for  the  City  Planning  Department  functions  pre- 
sently housed  in  the  old  Hospitality  House.    As  this  need  is 
temporary,  perhaps  space  might  be  found  in  City  owned  property 
on  Grove  Street  west  of  the  Health  Department  building.  Move 
the  Courts  and  ancillary  services  into  the  new  structure. 

Renovate  the  space  vacated  in  City  Hall  -  i.  e.  ,  the  third  and 
fourth  floors.    Renovate  the  north  half  of  the  4th  floor  first  to 
enable  the  offices  of  the  City  Engineer  to  be  moved  from  the 
present  third  floor  location  as  soon  as  possible. 

Move  the  Bureau  of  Building  Inspection,  the  Central  Permit 
Bureau  and  the  Real  Estate  Department  and  the  remaining  En- 
gineering functions  into  their  new  fourth  floor  quarters. 

Move  the  City  Attorney,  the  City  Planning  Department,  Public 
Works  general  offices,  the  Bureau  of  Architecture,  the  Park- 
ing Authority,  the  Safety  office  and  the  Art  Commission  into 
their  new  quarters  on  the  third  floor. 

Renovate  space  vacated  on  the  second  floor.    The  Purchasing 
Department  general  offices  may  find  it  convenient  to  move 
temporarily  into  the  space  vacated  by  the  Bureau  of  Building 
Inspection  in  the  450  McAllister  Street  Building.    If  necessary 
this  function  could  remain  in  its  present  quarters  on  the  second 
floor  of  City  Hall  and  move  into  its  new  space  across  the  pre- 
sent corridor  in  stages  with  some  renovation  continuing  while 
it  occupies  part  of  this  space. 

Move  the  Health  Service  System,  Human  Rights  Commission, 
Purchasing  Department,  Board  of  Tax  Appeals,  Director  of 
Finance  and  Records  into  their  new  quarters  on  the  second 
floor. 

Move  the  Registrar's  "suitcase"  storage  operation  to  a  location 
outside  of  Civic  Center.    Construct  or  purchase  a  suitable 
building  for  this  function  and  for  Records  Storage  and  storage 
and  maintenance  of  voting  machines. 

Move  the  Centrex  operation  to  Telephone  Company  premises. 
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Move  the  Engineering  Testing  Laboratory  to  quarters  outside 
of  City  Hall.    Move  the  Sealer  of  Weights  and  Measures  to 
quarters  outside  of  City  Hall.    Move  the  City  Hall  functions  of 
the  Civil  Service  Commission  to  temporary  quarters  in  450 
McAllister  Street. 

9)      Renovate  the  basement  in  stages  to  accommodate  the  Janitorial, 
Building  service,    Switchboard,  Controller  and  other  functions 
still  existing  in  the  basement. 

10)  Move  EDP,  the  Reproduction  Bureau,  the  Registrar,  the  Con- 
troller, Janitor  and  other  functions  into  new  space  in  the  base- 
ment. 

Note:     Time  the  work  here  in  such  a  way  that  the  Registrar's 
office  is  not  involved  in  an  election. 

11)  Renovate  present  Registrar's  area  and  Civil  Service  areas  on 
main  floor. 

12)  Move  the  Recorder  into  new  quarters  on  the  first  floor. 

13)  Renovate  area  formerly  occupied  by  the  Recorder. 

14)  Move  Civil  Service  back  into  City  Hall  into  their  new  quarters. 

15)  Move  the  Tax  Collector  and  Assessor  into  temporary  quarters 
in  the  450  McAllister  Street  Building. 

16)  Renovate  Tax  Collector  and  Assessor  areas  in  City  Hall. 

17)  Move  Controller  and  Treasurer  into  renovated  Tax  Collector 
and  Assessor  areas  in  City  Hall.  Treasurer  can  continue  to 
use  existing  vault  during  renovation. 

18)  Renovate  Treasurer  and  Controller  areas  on  the  main  floor 
of  City  Hall. 

19)  Move  Treasurer  and  Controller  into  renovated  space. 

20)  Move  Assessor  and  Tax  Collector  into  renovated  space. 

Note:     Some  renovation  work  in  City  Hall  can  proceed  con- 
currently with  the  construction  of  the  new  Courts 
building.     This  is  particularly  true  in  the  basement 
areas. 

21)  Move  Health  Department  functions  selectively  into  the  450 
McAllister  Street  Building. 
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22)  Selectively  renovate  101  Grove  Street. 

23)  Move  Health  Department  function  back  into  101  Grove  Street 
selectively  as  renovated  space  becomes  available. 

24)  Renovate  450  McAllister  Street. 

25)  Move  the  Economic  Opportunity  Council,  the  Redevelopment 
Agency,  and  the  Housing  Authority  into  the  renovated  space 
in  the  450  McAllister  Street  Building. 

During  the  renovations  to  City  Hall  extensive  temporary  use  should 
be  made  of  the  450  McAllister  Street  Building.    Meeting  rooms  and  con- 
ference space  needed  during  this  difficult  period  could  be  made  available 
in  the  Veterans  Memorial  Building. 

L  -  OTHER  MATTERS 

In  the  course  of  our  study  of  space  requirements,  inevitably  we 
gained  an  insight  which  permits  us  to  comment  about  certain  aspects  of 
present  operating  procedures  and  make  recommendations  with  respect 
to  changes  and  improvements. 

Our  thoughts  about  a  central  mail  room  and  automatic  mailing  equip- 
ment have  already  been  mentioned.    Also,  the  suggestion  that  an  inter- 
nal mail  pickup  and  delivery  system  be  installed  has  already  been  made. 

The  following,  we  believe,  are  fruitful  areas  for  further  investi- 
gation: 

1  -    Records  Retention 

It  would  be  difficult  to  imagine  a  business  or  a  government  agency 
operating  in  today's  complex  society  without  recording  and  communicating 
its  activity,  its  performance,  and  its  decisions  in  some  sort  of  paper 
work  system.    The  creation  of  vast  amounts  of  paper  work  requires  a 
record  keeping  function  of  considerable  magnitude.    These  records  must 
be  processed,  stored  and  accessed,  and  ultimately,  in  many  cases, 
destroyed  after  they  have  served  their  purposes  or  have  been  retained 
for  specific  periods  of  time.    While  the  retention  periods  for  some 
records  are  prescribed  by  State  and  Federal  law,  many  other  records 
are  retained  as  a  matter  of  custom  or  under  regulations  laid  down  by 
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local  ordinance.    Records  retention  in  both  the  areas  just  mentioned  is 
a  serious  problem  in  the  City  and  County  of  San  Francisco. 

Much  work  has  been  done  and  is  being  done  in  records  retention  by 
various  departments  in  the  City  and  County  administration.  However, 
no  overall  study  of  the  problem  has  been  undertaken  for  the  City  and 
County  as  a  whole.    It  has  been  customary  in  the  past  for  departments 
with  an  interest  in  solving  problems  affecting  records  retention  to  re- 
quest funds  for  a  specific  approach  as  a  part  of  the  budget  preparation 
procedure.     These  funds  may  or  may  not  be  authorized,  and  in  some 
instances  may  be  authorized  in  one  year  and  their  continuation  for  sub- 
sequent work  denied  in  the  next.    Generally,  the  problem  has  been  left 
to  the  individual  departments,  with  little  or  no  coordination  between 
departments. 

EBS  Management  Consultants  Incorporated  recommends  that  a  full- 
scale  study  be  started,  using  personnel  from  various  City  departments 
to  accomplish  the  following  objectives: 

a)  Develop  an  inventory  of  records  currently  in  retention  within 
the  departments  of  the  City  and  County  administration. 

b)  Determine  which  records  are  retained  subject  to  control  by 
State  and  Federal  laws,  and  for  how  long. 

c)  Determine  which  records  are  retained  subject  to  local  ordinance, 
and  for  what  period. 

d)  Determine  which  records  are  retained  for  operating  purposes, 
and  for  how  long. 

e)  Determine  which  records  are  retained  as  a  matter  of  depart- 
mental custom,  and  for  how  long. 

f)  Analyze  the  effectiveness  of  the  retention  periods,  and  make 
recommendations  for  change. 

g)  Where  applicable,  draft  resolutions  for  the  Board  of  Supervisors 
to  allow  departments  to  destroy  particular  records  as  a  matter 
of  course  on  a  scheduled  basis. 

h)  Develop  destroy  date  information  and  procedures  and  incorpor- 
ate this  as  a  part  of  future  forms  design  and  revisions  of  existing 
forms. 
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i)       Develop  recommendations  for  changes  in  State  law  as  it  applies 
to  the  retention  of  records.    Much  excellent  work  is  already 
being  done  in  this  area. 

j)      Analyze  records  with  a  view  toward  microfilming  and  other 

records  retention  and  retrieval  systems,  and  make  recommen- 
dations in  this  area. 

k)      Determine  which  records  are  retained  in  more  than  one  location 
or  department  and  make  recommendations  regarding  the  elimi- 
nation of  duplicate  records. 

1)      Analyze  records,  bearing  in  mind  that  information  will  be  kept 
in  the  data  bank   systems  as  a  part  of  the  City's  EDP  program, 
and  make  recommendations  regarding  retention  of  source  records 
and  the  necessity  and  practicality  of  periodic  dumping  of  data 
bank  information. 

It  should  be  noted  that  the  concept  of  data  banks  will  ultimately 
revolutionize  record  keeping  in  many  areas.    The  cost  of  storage 
of  this  information  will  be  very  little  as  many  millions  of  char- 
acters of  information  can  be  stored  on  a  reel  of  magnetic  tape. 
However,  careful  attention  should  be  given  by  the  records  reten- 
tion study  group  to  the  need  for  access  to  this  information  and 
the  schedules  for  accessing  it. 

Perhaps  some  records  may  be  better  stored  in  some  other  way, 
once  the  need  for  on-line  data  bank  accessibility  has  disappeared. 

Perhaps  destroy  schedules  can  be  lengthened  in  some  instances 
because  of  the  relatively  low  cost  of  storing  both  active  and  in- 
active information. 

At  any  rate,  careful  study  of  access  requirements  should  point 
the  way  toward  retention  schedules  for  many  types  of  information. 

2  -    Clerical  Work  Measurement  and  Development 

of  Clerical  Work  Standards  

As  the  City  and  County  moves  into  its  EDP  program,  and  departments 
begin  to  use  the  information  stored  in  data  banks,  the  manual  methods  and 
procedures  currently  in  use  will  have  to  be  replaced  by  new  manual  sys - 
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terns  which  mesh  the  departmental  operations  into  the  EDP  system.  At 
this  point  it  would  seem  practical  to  install  work  measurement  techniques 
in  order  to  measure  clerical  efficiency  and  to  develop  work  standards 
which  can  be  used  to  determine  work  load  requirements. 

EBS  Management  Consultants  Incorporated  strongly  recommends 
that  consideration  be  given  to  installation  of  clerical  work  standards  as 
an  aid  in  the  proper  establishment  of  manning  levels  in  the  various  City 
and  County  departments. 
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APPENDIX  I 

SPACE  REQUIREMENTS  STANDARDS  AND  METHODOLOGY 


A  -  DEVELOPMENT  OF  SPACE  REQUIREMENTS 

1  -    Review  and  Analysis  of  Job  Functions 

Analysis  of  existing  and  proposed  job  functions,  in  the  light  of  pre- 
sent and  future  government  service  levels,  provided  the  basis  for  deter- 
mining required  allocations  of  work  space.    Present  staff,  future  staff 
additions,  and  related  individual  space  requirements  were  recorded  by 
department  on  our  Space  Requirements  Data  Sheet. 

2  -    Determination  of  Individual  Workplace  Requirements 

Once  the  nature  and  scope  of  the  job  function  were  known,  a  work- 
place arrangement  was  designed  that  would  enable  an  employee  to  per- 
form the  job  efficiently.     Usually  one  of  twelve  general  workplace  ar- 
rangements, or  a  variation  of  one  of  them,  would  fulfill  requirements. 
Illustrations  of  standard  individual  workplaces  for  general  office  em- 
ployees and  private  offices  appear  on  the  following  pages. 

The  space  allocations  presented  in  this  report  represent  a  mini- 
mum space  within  which  a  particular  function  can  be  effectively  per- 
formed.   The  City  may  elect  to  provide  more  expansive  space  than  we 
have  suggested  here. 

Private  offices  were  allocated  based  on  the  following  factors: 

a)  Need  for  visual  and  audio  privacy. 

b)  Percentage  of  time  spent  in  office. 

c)  Primary  duties,  including  small  group  meetings  and  the  amount 
of  desk  work  requiring  privacy. 

d)  Organizational  level,  frequency,  average  attendance  and  dura- 
tion of  office  type  meetings. 

The  criteria  would  justify  future  offices  for  some  personnel  who  do 
not  presently  occupy  private  space. 

Size  of  office  allocated  to  the  various  personnel  is  dependent  upon 
the  normal  number  of  personnel  which  would  frequently  be  seated  within 
the  office.    In  some  instances,  such  as  department  heads,  larger  offices 
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were  provided  in  keeping  with  the  prestige  level  of  the  position. 

3  -    Special  Calculations  and  Furnishings 

In  addition  to  the  specific  workplaces,   existing  and  future  projections 
were  prepared  for  other  departmental  space  needs.     These  projections 
included  reception  areas,  conference  rooms,  storage  rooms,  and  other 
special  areas.    Special  calculations  were  also  prepared  for  furniture  or 
equipment  of  unusual  size  or  space  requirements. 

4  -    Work  Place  Arrangements 

An  essential  element  in  the  development  of  space  requirements  is  a 
reference  point  for  private  offices,  for  enclosures,  and  general  office 
areas.     The  standards,   especially  those  for  private  offices  and  enclosures, 
are  not  meant  to  be  rigid  or  limiting  to  individual  expression,  or  to  the 
building  design.     There  may  very  well  be  variances  between  the  individual 
and  overall  stated  requirements  compared  to  the  final  layout  because  of 
the  configuration  of  the  building  and  the  matter  of  aligning  partitions  with 
inside  columns  or  with  the  exterior  wall  design. 

The  arrangement  illustrated  in  the  exhibits  which  follow  will  allow: 

1)  Access  to  each  desk  from  the  aisle  for  both  double  row  arrange- 
ment of  desks  or  single  rows  against  the  wall  with  a  4  foot  aisle 
between  rows.     Chair  space  front  to  back  between  desks  provides 
for  a  clear  3  feet.    The  module  allowance  is  6  feet  (front  of 
desk  to  back  of  chair)  and  will  apply  as  a  standard  in  order  to 
achieve  an  orderly  arrangement  and  compensate  for  the  varying 
desk  depths. 

2)  Auxiliary  equipment  space  requirements  on  an  individual  basis. 

3)  Access  space  inside  door  entrances  -  50  square  feet  per  entrance. 

4)  Coat  space  on  the  basis  of  one  square  foot  per  person.     This  al- 
lows for  two  coats  per  foot  in  closets,  one  foot  deep,  with  open 
front  or  sliding  doors,  and  with  one  foot  of  access. 

5)  Standards  for  private  offices  (listed  below)  were  based  on  a 
three -foot  module  subject  to  architectural  design,  and  a  later 
change  could  be  easily  adjusted.     These  offices  are  shown  as 
follows: 
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Designation 

Administrative 
Offices 

Department 
Heads 

Bureau  Heads 

Division  Heads 


Supervisory  or 
Equivalent 


Size 
Private 
Offices 


15  x  18 

15  x  15 

1Z  x  15 

12  x  14 
12  x  12 

10  x  12 
9x12 


Inside  A r ea 
(Square  Feet) 


270 

225 

180 

168 
144 

120 
108 


General 
Total  Space 
Allocation 
(Square  Feet) 


306 

255 

210 

196 
168 

144 
128 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

PROPOSED    STANDARD  PRIVATE  OFFICE  WORKPLACES 
(TYPICAL  ASSIGNMENTS  AND  ARRANGEMENTS) 


JUDGES  CHAMBER 
ENCLOSED  AREA' 
ALLOCATION 

ADD.  WASHROOM 
&  CLOAKROOM 


192  SQ.  FT 
216  SQ.  FT 

64  SQ.  FT 


o 
in 


D 


I  I 


DIVISION  HEADS 

ENCLOSED  AREA 
ALLOCATION 


180  SQ.  FT 
210  SQ.  FT. 


2-0 


o 

.i 

rvi 


27 


D 


DIVISION  HEADS 
ENCLOSED  AREA        168  SQ.  FT 
ALLOCATION  174  SQ.  FT. 


14-0 


EBS   MANAGEMENT  CONSULTANTS  INCORPORATED 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 

PROPOSED  STANDARD  PRIVATE  OFFICE  WORKPLACES 
(TYPICAL  ASSIGNMENTS  AND  ARRANGEMENTS) 


o 
cvj 


ID 
0 


1 — 

1 
1 
1 

D 

L— 

12  '  0 


SUPERVISORY  OR  EQUIVALENT 
ENCLOSED  AREA          144  SQ.  FT. 
ALLOCATION  168  SQ.FT. 


~f  

V 

• 

»  1 

i  i 
j   i 

o 

Q 

1  1 

SUPERVISORY 
OR  EQUIVALENT 


ENCLOSED  AREA 
ALLOCATION 


120  SQ.  FT. 
144  SQ.FT. 


KJ  i 

V 

t\> 
i 

o 

1  1 

SUPERVISORY 
OR  EQUIVALENT 


ENCLOSED  AREA 
ALLOCATION 


108  SQ.  FT 
I28SQ.FT 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

PROPOSED  STANDARD  OFFICE  WORKPLACES 


i  AISLE 


.  5'-0 

|2i0. 

D 

i 

U  1 

i 

o 


11 

42  SCI.  FT 


AISLE 


|   5-0  2'0j2-0^ 


D 


a 


— == — 1  1  o 

LD___UI 


54  SQ.FT. 


AISLE 


 J__L 

49  SQ.FT. 


o 


5-0 


AISLE 


2k> 


si 


o 
0» 


63  SQ.  FT. 


AISLE 


2'-0 


t  \ 
.'■0  |2'-< 


AISLE 


_i  ljl 

63  SQ.FT. 


D 


£0 


a 


3-0 


o 
« ■ 


Id 
J 


63  SQ.  FT. 


LEGEND 


T  -  TABLE 

C  -  SIDE  CHAIR 

F  -  FILE 

DT-  DRAFTING  TABLE 
D  -  DESK 
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CITY  AND  COUNTY  OF  SAN  FRANC ! SCO 

PROPOSED  STANDARD  OFFICE  WORKPLACES 


7'-0 


AISLE 


2^0 


DT 


U 


I  LJ_!L 

63  SQ.FT. 


AISLE 


2-Oi  5-0 


i AISLE 


2-0 


u 


L 


O 
9* 


J.-L 


81  SQ.  FT. 


AISLE 


t 

I  j2'0j2'-0. 


o 


81  SQ.  FT 


81  SQ.  FT 


LEGEND 

T  -  TABLE 

C  -  SIDE  CHAIR 

F  -  FILE 

DT-  DRAFTING  TABLE 
D  -  DESK 
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CITY  AND  COUNTY  OF  SAN  FRANCISCO 

PROPOSED     STANDARD    PRIVATE    OFFICE  WORKPLACES 
(TYPICAL  ASSIGNMENTS  AND  ARRANGEMENTS) 


a 


o 
I 


DEPARTMENT  HEAD 
ENCLOSED  AREA  225  SQ.  FT 

ALLOCATION  255  SQ.  FT 


□ 


ADMINISTRATIVE  OFFICE 


o 
i 


ENCLOSED  AREA 
ALLOCATION 


270  SQ.  FT 
306  SQ.  FT 


□ 


18'  -  0" 


I 
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APPENDIX  II 
ENVIRONMENTAL  CONSIDERATIONS 


BUILDING  FEATURES 

Dimensional  Requirements 

It  is  of  considerable  importance  in  the  planning  of  the  City's  offices 
that  critical  dimensions  be  established  before  design  and  office  layouts 
are  begun.     This  will  permit  efficient  utilization  of  space  in  buildings 
and  allow  future  rearrangements  of  private  and  general  office  workplaces 
with  a  minimum  of  expense  and  disruption. 

The  pattern  of  private  office  sizes  should  be  planned  in  advance  so 
that  future  moves  will  require  only  the  shifting  of  interior  partitions 
without  affecting  the  location  of  lighting  fixtures,  air  conditioning  supply 
and  return  outlets,  or  under -floor  electrical  distribution  system.    It  will 
also  permit  the  uniform  distribution  or  assignment  of  space  in  the  initial 
layout  and  will  make  it  possible  to  accomplish  rearrangements  in  the 
future  without  causing  some  areas  to  become  crowded  and  others  to  be- 
come sparsely  occupied. 

We  have  used  a  standard  desk  width  of  five  feet,  and  a  uniform  four- 
foot  wide  interior  aisle.     This  means  that  the  critical  dimensions  of  pro- 
posed new  construction  should  permit  the  repetitive  use  of  a  seven -foot 
dimension  in  both  directions  (one  half  of  a  four -foot  aisle,  or  two  feet 
assigned  to  each  work  station). 

Exterior  wall  columns  should  generally  be  "buried"  in  the  exterior 
wall  so  as  to  minimize  interference  with  furniture  and  partition  layouts. 

Another  controlling  feature  is  the  vertical  dimension  or  the  clear 
space  between  the  finished  floor  and  the  underside  of  the  hung  ceiling. 
The  character  and  size  of  the  City's  various  office  operations  suggest 
that  this  vertical  dimension  should  be  established  at  nine  feet,  or  higher, 
if  space  proportion  requires  it. 

The  clear  ceiling  height  of  nine  feet  in  office  work  areas  is  based 
partly  on  the  theory  that  a  ceiling  below  this  height  (in  an  office  area) 
tends  to  make  employees  feel  confined.    In  addition,  the  height  facili- 
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tates  the  effectiveness  of  lighting  and  diffusion  of  conditioned  air.  In 
corridor  areas,  the  ceilings  can  be  lowered  to  eight  feet  for  not  more 
than  50  feet.     Eight  feet  is  the  minimum  acceptable  ceiling  height,  but 
is  to  be  used  only  in  unoccupied  areas  or  in  occupied  rooms  of  less  than 
400  square  feet  in  area.     Ten  feet  is  the  recommended  maximum,  ex- 
cept in  large  open  spaces.    In  a  lobby,  public  area,  or  council  chamber, 
the  ceiling  height  is  determined  with  respect  to  the  other  dimensions  of 
the  area  to  provide  a  feeling  of  balanced  spaciousness. 
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